BOSTON  UNIVERSITY 


SCHOOL  OF  EDUCATION 


Thesis 

JOB  ANALYSIS  OF  OFFICE  SERVICES  PERFORT.TED 
BY  OFFICE  WORKERS  IN  SMALL  COI/II<!UNITIES 


Submitted  by- 
Catherine  Santam8J»ia 
(E.  S.  In  Ed.  Salem  State  Teachers  College,  1932) 


In  partial  fulfillment  of  requirements  for  the 
decree  of  Master  of  Education 
1941 


First  Reader:     Paul  L.  Salsgiver,  Associate 

Professor  of  Commercial  Education 

Second  Render:  Herbert  Blair,  VroTer.nr'V  of 

Education 

Third  Reader:     J.  Wendell  Yeo,  Assistant  Professor 

of  Education 


\ 


ACKNCWIEDGMENTS 


The  vrrlter  wishes  to  acknowledge  the  invaluable 
assistance  and  guidance  of  her  adviser.  Professor  Paul 
L,  Salsgiver,  in  working  out  the  problem  of  this  thesis. 
Without  his  aid  end  suggestions,  it  would  have  been  a 
much  more  difficult  task  to  carry  on  the  research. 
Acknowledgment  is  also  made  of  the  fine  cooperation 
received  from  the  office  workers  and  employers  who  were 
good  enough  to  furnish  the  necessary  data  for  this  study 
by  filling  out  the  check  lists  and  questionnaires  sent 
to  them.     The  writer  el  so  wishes  to  acknowledge  the  kind 
assistance  of  her  friend,  Madeline  E.  Wolfe,  in  typing 
the  data. 

It  is  hoped  that  the  study  will  be  of  some  value 
and  help  to  commercial  educators,  teachers,  guidance 
counselors,  curriculum  makers,  pupils,  and  employers 
of  office  workers. 


4 


•  •  • 

TABLE  OF  CONTENTS 

Chapter  Page 

I          INTRODUCTION   1 

Summary  of  Job  Analysis  Studies.   ...  1 

Justification  of  This  Problem   4 

II          NATURE  OF  THE  PROBLEM   6 

Analysis  of  the  Problem   6 

Definition  of  Terms   7 

Limitations   7 

Importance  of  the  Problem   8 

III          SELECTION  OF  COMMUNITIES  AND  BUSINESSES   .  10 

Communities   10 

Businesses   12 

IV          METHOD  OF  PROCEDURE   19 

Securing  Cooperation  of  Interviewees  .  19 

Forms  for  Gathering  Data   20 

Time  Analysis  Chart   20 

Duty  List  to  Employees   28 

Duty  List  to  Employers   31 

Personality  Trait  Ranking  Sheet  .   .  31 

Education  Questionnaire    33 

Distribution  of  Check  Lists   33 

V          ANALYSIS  OF  RETURNS    36 

Check  List  Returns   36 

Sex  Distribution   37 

Distribution  as  to  Types  of  Businesses  39 

Analysis  of  Duties  by  Employees,   ...  42 

Findings   43 

Analysis  of  Duties  by  Employers.   ...  56 

Findings   56 

VI  SIGNIFICANT  DUTIES 

Decile  Rank- -Employee s *   Judgments.   .   .  68 

Decile  Rank — Employers'  Judgments.    .   .  77 

'My*                                            Conclusions   81 

VII  OFFICE  DUTIES  THAT  SHOULD  BE  TAUGHT  IN 

SCHOOL   83 

Percentages  of  School- Job  Judgments.    .  83 
Selection  of  Activities  to  Be  Taught 

in  School   91 


lii 


Chapter  Page 

VII  (Continued) 

Mastery  and  Acquaintanceship  Levels 

of  Instruction  92 

Combined  Judgments  of  Employees  and 

Employers  94 

Conclusions  and  Recommendations  ....  94 

VIII        DUTIES  TO  BE  LEARJTED  ON  THE  JOB   102 

Percentage  of  Job-School  Judgments.   .    .  102 
Selection  of  Activities  to  Be  Learned 

on  the  Job   103 

Conclusions   113 

IX        PERSONALITY  TPAITS   116 

Employees'  Judgments   116 

Conclusions   122 

Employers'  Judgments   123 

Conclusions   129 

Combined  Judgments  of  Employees  and 

Employers   130 

Conclusions   132 

Consolidation  of  Traits  with  Activities  133 

Conclusions   134 

Recommendfl.tions   137 

X        EDUCATION  OF  EMPLOYEES    141 

General  Education    141 

Business  Training    143 

Placement  Possibilities    144 

Conclusions   146 

Recommendations   147 

XI        MISCELLANEOUS  DATA   149 

Additional  Duties    149 

Conclusions   168 

Problems  Solved  on  the  Calculator  .   .   ,  169 

Addition   170 

Multiplication    170 

Subtraction   171 

Division   171 

Conclusions   172 

XII        SmiMARY  MID  CONCLUSIONS   174 

General  Summary    174 

Conclusions   178 

Personnel  of  Study   178 

Activities  of  Viforkers   179 

Personality  Traits    181 

Education  and  Placement   182 

A  Suggested  Commercial  Curriculum.    ,  183 


iv 


Digitized  by  the  Internet  Archive 

in  2013 


4 


http://archive.org/details/jobanalysisofoffOOsant 


Chapter  Page 

XIII  RECOPiPffiNDATIONS  FOR  FURTHER  STUDY  ....  186 

ANNOTATED  BIBLIOGRAPHY   187 

APPENDIX   190 


.  LIST  OF  TABLES 

Table  Title  Page 

I      Geographical  Distribution  of  Employees  ...  12 

II      Geographical  Distribution  of  Employers  ...  12 

III      Distribution  of  Employees  as  to  Types  of 

Businesses  14 

IV      Distribution  of  Employers  as  to  Types  of 

Businesses  17 

V      Distribution  of  Employees  Solicited  for 

Time  Analysis  Charts  22 

VI  Summary  of  Duties  from  Time  Analysis  Charts.  23 

VII  Check  List  Mailing  Data — Employees    36 

VIII  Check  List  Mailing  Data--Employers    37 

TX  Sex  Distribution  of  Employees   38 

X      Check  List  Returns  from  Employees  According 

to  General  Classifications  of  Businesses  .   .  39 

XI      Check  List  Returns  from  Employers  According 

to  General  Classifications  of  Businesses  .   .  40 

XII      Returns  Containing  Time  Element  41 

XIII      Frequency  Ranking  of  Duties  by  Employees  .   .  44 

XIV      Frequency  Ranking  of  Diities  by  Employers  .   .  57 

XV      Decile  Rank  of  Significant  Duties  Based  on 

Employees'   Judgments    70 

XVI      Decile  Rank  of  Signlflcent  Duties  Based  on 

Employers'  Judgments    78 

XVII      Duties  That  Should  be  Taught  in  School  Based 

on  Employees'   Judgments  85 

vi 


Table  Title  Page 

XVIII    Duties  That  Should  Be  Taught  In  School-- 

Based  on  Employers'  Judgments  88 

XIX    Duties  to  Be  Learned  in  School — Combined 

Judgments  of  Employees  and  Employers  ....  95 

XX    Duties  That  Can  Be  Learned  on  the  Job  Based 

on  Employees'  Judgments  104 

XXI    Duties  That  Can  Be  Learned  on  the  Job  Based 

on  Employers'  Judgments  109 

XXII    Ranking  of  Traits  by  Employees  117 

XXIII    Traits  Listed  in  Order  of  Importance — 

Employees'  Judgments    119 

XXIV    Traits  Presented  According  to  Group  Classi- 
fication— Employees'   Judgments    121 

XXV    Ranking  of  Traits  by  Employers  125 

XXVI    Traits  Listed  in  Order  of  Importance — 

Employers'   Judgments    126 


XXVII    Traits  Presented  According  to  Group  Classi- 

f ication--Eniployers '  Judgments  128 

XXVIII    Relative  Importance  of  Traits — Combined 

Judgments  of  Employees  and  Employers  ....  131 

XXIX    Consolidation  of  Traits  with  Activities.   .   .  135 


XXX    General  Education  of  Employees    142 

XXXI    Business  Training  of  Employees    142 

XXXII    Placement  Possibilities  of  Graduates  Outside 

Their  Ovm  Immediate  Communities   145 

XXXIII    Additional  Duties--Employees    151 

XXXIV    Additional  Duties--Employers    166 


vil 


CHAPTEK  I 
INTRODUCTION 


Summary  of  Job  Analysis  Studies 

The  purpose  of  a  job  analysis  Is  to  find  out  di- 
rectly from  the  workers  v;hat  they  actually  do  on  the  job 
FYom  this  Information  Instructors  may  receive  sugges- 
tions for  making  the  Instruction  of  future  workers  as 
practical  as  possible.     The  studies  may  also  serve  as 
aids  In  guidance  work  and  In  curriculum  construction. 
Job  analyses  may  be  made  of  any  type  of  employ€C--f rom 
the  laborer  to  the  white  collar  man.     Jobs  for  which 
high  school  commercial  education  courses  prepare  young 
people  adapt  themselves  very  nicely  to  job  analysis 
studies.     It  is  only  through  this  medium  that  high 
school  teachers  of  commercial  subjects  will  know  defi- 
nitely what  the  job  requires  oi'  their  prospective  of- 
fice employees. 

One  of  the  first  job  analysis  studies  to  be  made 
that  was  of  some  assistance  to  commercial  teachers  in 
making  their  instruction  more  practical  v/as  an  Analysis 
of  Secretarial  Duties  and  Traits  by  Vtf.  W.  Charters  and 
Isadore  B.  Vi/hitley.^    The  study  was  conducted  by  Charter 

1.  kV.  W.  Charters  and  Isadore  B.  Whitley,  Analysis 
of  Secretarial  Duties  and  Traits .  Baltimore:  Viiilliams 
and  VVilkins  Co.,  1924.     186  pp. 


and  VVhitley  and  financed  by  the  National  Junior  Per- 
sonnel Service.  The  Investigators  attempted  to  find 
out  wliat  the  secretaries  actually  did  on  the  job  and 
what  traits  were  essential  for  success  on  the  job. 
The  study  has  a  popular  as  well  as  a  scientific  im- 
port. It  contains  sug.'^estlons  for  employers  and  em- 
ployees as  well  as  for  educators  and  counselors. 

Another  job  analysis  of  uhe  secretary's  position 
was  conducted  later  by  i«^ederlck  G.  Nichols  and  Sally 
W.  Wlssmann.2    The  study  was  financed  by  the  American 
Institute  for  Secretaries.     This  study  differed  from 
the  previous  s  tudy  by  Charters  and  Whitley  in  that  a 
more  definite  attempt  was  made  to  limit  the  study 
specifically  to  the  secretary.     The  study  shows  the 
Importance  of  the  duties  performed  by  secretaries  and 
of  the  personal  traits  that  a  secretary  must  possess 
to  succeed  in  her  work.     This  analysis  is  of  help  to 
employees  and  employers  as  well  as  to  comriercial  edu- 
cation instructors. 

A  New  Conception  of  Office  Practice  by  Nichols  et 
al,  in  cooperation  with  the  National  Association  of  Of- 
fice Managers,  was  Intended  to  determine  what  duties 

2.  Frederick  G.  Nichols  and  Sally  W.  Wissmann,  The 
Personal  Secretary:  Differentiating  Duties  and  Traits . 
Cambridge :     Harvard  University  Press,  1934.     105  pp. 

3.  Frederick  G.  Nichols  et  al,  A  New  Conception  of 
Office  Practice .  Cambridge:  Harvard  University  Press, 
1927.    123  pp. 
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were  performed  by  non-stenographic  and  non-bookkeeping 
clerical  workers  and  what  part  office  machines  should 
play  in  commercial  education.     It  was  to  differentiate 
the  duties  so  as  to  reveal  those  for  which  vocational 
trainin^3  can  and  should  be  given  in  school. 

A  few  job  analysis  studies  of  bookkeepers  have  been 
made.     These  are  in  the  nature  of  T.^aster's  and  Doctor's 
Theses.     Elvin  S.  Eyster  conducted  An  Analysis  of  the 
Duties  of  Bookkeepers . ^    He  attempted  to  analyze  the 
duties  of  bookkeepers  and  to  discover  the  most  fre- 
quently performed  duties,  where  they  should  be  taup;ht, 
and  the  relative  importance  of  bookkeepers'  duties  be- 
tween occupational  groups  and  within  occupational  groups. 
Another  job  analysis  of  bookkeepers  was  conducted  by 
Reuben  E.  Nyquist.^     In  this  study  of  the  bookkeepers  in 
Mason  City,  Iowa,  consideration  was  given  to  the  length 
of  time  devoted  to  each  duty  so  that  its  importance 
might  be  more  accurately  judged.     Benjamin  E.  Strumpf's 
Bookkeeping  Duties  and  the  Commercial  Curriculum^  at- 
tempted to  find  out  what  bookkeepers  do  and  what  should 

4.  Elvin  S.  Eyster,  "An  Analysis  of  the  Duties  of 
Bookkeepers."    Unpublished  I/Iaster's  Thesis.  Bloomington, 
Indiana:     University  of  Indiana,  1931.     vi  +  194  pp. 

5.  Reuben  E.  Nyquist,   "A  Job  Analysis  of  Bookkeepers' 
Duties."    Unpublished  Master's  Thesis.     Iowa  City,  Iowa: 
University  of  Iowa,  1938.     61  pp. 

6.  Benjamin  E.  Strumpf,   "Bookkeeping  Duties  and  the 
Commercial  Curriculum."     Unpublished  Doctor's  Thesis. 
New  York,  New  York:     New  York  University.     1926.     102  pp. 
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be  the  procedure  and  method  of  teaching  in  order  to 
modify  the  existin,^;  course  of  study.     Etta  C.  Skene 
in  her  Occupational  Analysis  As  A  Basis  of  Bookkeeping 
Curricula  of  Public  Secondary  Schools'^  analyzed  book- 
keeping activities  involved  in  cusiness  occupations  as 
a  basis  for  determining  the  content  of  those  courses  of 
study  in  secondary  schools  which  include  bookkeeping 
activities.     She  attempted  to  determine  which  activities 
should  be  taught  in  school,  which  should  be  taught  on 
the  acquaintanceship  level  and  which  on  the  mastery 
level,  and  in  v/hich  course  in  the  high  school  the  book- 
keeping activities  should  be  or^^anized.     Another  Job 
analysis  relatin(j  to  bookkeeping  duties  has  been  con- 
ducted by  0.  R.  V/essels  in  his  A  Job  Analysis  of  Book- 
keeping Duties  of  Executives.  Q    This  was  a  study  ol'  the 
bookkeeping  duties  performed  by  executives  in  lov/a, 
eastern  Nebraska,  and  western  Illinois  to  determine  any 
chaji(^,es  that  needed  to  be  made  in  the  high  school  book- 
keeping course  oi  study. 

Justification  of  This  Problem 

It  is  evident  from  the  loregoing  that  there  is  an 

Interest  among  educators  to  attempt  to  find  out  what  our 

7.  Etta  C.  Skene,  "Occupational  Analysis  As  A  Basis 
of  Bookkeeping  Curricula  of  Public  Secondary  Schools." 
Unpublished  Doctor's  Thesis.     Hew  York,  New  York:  ITew 
York  University.     1934.     203  pp. 

8.  0.  R.  VVessels,   "A  Job  Analysis  of  Bookkeeping 
Duties  of  Executives."    Unpublished  Master's  Thesis. 
Iowa  City,   Iowa:     University  of  Iowa.     1932.   150  pp. 
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high  school  graduates  do  on  the  job  and  to  modify  the 
courses  of  instruction  accordinn;  to  the  outcome  of  these 
studies.     Analyses  have  been  made  of  bookkeepers,  secre- 
taries, and  office  employees  of  lar^e  cities,  but  studies 
of  office  workers  in  small  com^nunities  are  lacking.  In 
view  of  this  fact,  this  research  is  an  attempt  to  con- 
tribute an  activity  analysis  of  office  workers  in  small 
communities.     Briefly,  this  study  v^ill  endeavoi-  to  show 
what  these  office  workers  do  on  the  job,  what  employers 
expect  them  to  be  able  to  do,  and  what  personality  traits 
employers  and  employees  consider  essential  for  these 
workers  to  succeed  on  the  job. 


CHAPTER  II 


NATURE  OF  THE  PROBLEM 

The  problem  of  this  study  is  to  analyze  the  office 
services  ol  office  workers  in  coinmunlties  of  10,000 
population  or  less  as  a  basis  for  determining  the  com- 
mercial curriculum  content  of  high  schools  located  in 
such  communities.     The  problem  resolves  itself  into 
major  problems  and  sub-problems. 


Analysis  of  the  Problem 

1.  An  analysis  of  the  duties  performed  by  of- 
fice workers  in  communities  of  10,000 
population  or  less  as  a  basis  for  deter- 
mining how  to  improve  or  supplement  the 
instruction  already  riven  in  the  commercial 
curriculum  in  the  high  schools  of  such 
communities. 

a.  To  find  out  from  the  employees  which  of 
the  duties  they  perform  are  important  or 
imlmportant ,  which  should  be  taur;ht  in 
school,  on  the  job,  or  need  instruction 
in  school  and  on  the  job,  and  how  much 
time  in  terms  of  minutes  per  day,  hours 
per  week,  and  weeks  per  year  they  spend 
on  each  duty. 


b.  To  find  out  from  the  employers  v/hat  they 
expect  their  oflice  v;orkers  to  be  able  to 
do,  whether  these  duties  are  important  or 
unimportant,  and  whether  they  should  be 
taught  in  school,  learned  on  the  job,  or 
taui^^ht  in  school  and  on  the  job. 


2.  An  analysis  of  the  personality  traits  essential 
for  the  success  of  these  workers  on  the  job,   as  a 
basis  for  determining  which  traits  the  teacher 
should  strive  to  develop  in  the  pupils  in  an  ef- 
fort to  meet  the  standards  of  prospective  em- 
ployers . 

a.  The  traits  considered  most  important  by  the 
employees . 

b.  The  traits  considered  most  important  by  the 
employers . 

3.  Determine  the  educational  training  of  these  of- 
fice workers  in  en  attempt  to  find  out  what  the 
possibilities  ere  of  placing  high  school  grad- 
uates directly  into  office  Jobs. 


Definition  of  Terms 

The  term  "office  services"  includes  all  the  duties 
that  the  individual  performs  in  the  office,  from  the 
very  routine  type  to  the  more  intellectual  type  that  re- 
quire intelligent  reasoning.     The  term  "office  workers" 
includes  those  people  who  perform  any  type  of  office 
work,  whether  it  be  clerical,  stenographic,  bookkeeping, 
or  a  combination  of  some  or  all  of  these  different  types 
of  office  work.     "Small  communities"  in  this  study  in- 
cludes towns  having  a  population  of  5,000  to  10,000. 


Limitations 

The  follov/ing  are  limitations  involved  In  this  re- 
search study: 

1.  Limitation  of  time  in  not  being  able  to  see 
individually  more  of  the  employees  and  em- 
ployers in  order  to  obtain  a  greater  per 
cent  of  returns. 
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2.  In  attempting  to  secure  data  on  the  time  spent 
on  each  duty,  only  some  employees  [r.ave  the 
minutes  per  day,  hours  per  v/eek,  and  weeks  per 
year  spent  on  each  duty  they  performed.  There 
may  be  some  question,  therefore,  as  to  the  ac- 
curacy of  the  time  element.     It  is  of  some 
value,  however,  to  knovi  approximately  the 
average  time  spent  on  each  duty  by  these  of- 
fice workers. 

Importance  of  the  Problem 

This  research  ought  to  contribute  information  con- 
cernintT  the  varied  duties  that  office  workers  in  small 
communities  perform  on  the  job  and  what  traits  are 
essential  for  these  workers  to  possess  in  order  to  suc- 
ceed on  the  job. 

It  will  enable  instructors  to  see  wherein  their 
classroom  instruction  needs  to  oe  revised  and  adapted 
to  meet  existing  business  demands. 

Guidance  counselors  also  will  find  the  study  of 
value.     The  aptitudes,  interests,  and  abilities  of 
pupils  to  perform  the  varied  activities  of  office 
workers  should  determine  the  eligibility  of  pupils  to 
enter  vocational  training.     Possession  of  the  desirable 
personality  traits  further  deterralnes  the  pupils'  fit- 
ness for  office  work. 

The  study  offers  helplul  material  to  curriculiam 
makers.     From  the  data  secured  in  this  study,  recon- 
struction of  the  commercial  curriculum  can  be  made  in 
high  schools  of  communities  similar  to  those  surveyed 
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In  this  research.     Further  than  this,  new  courses  of 
study  can  be  built,  and  units  of  instruction  can  be 
worked  out . 

The  study  may  be  presented  to  prospective  office 
workers,   showing  them  v/hat  business  expects  of  them  in 
the  way  of  duties  to  be  performed  and  desirable  personal 
qualities.     Self -analysis  studies  may  result,  whereby 
the  pupils  may  determine  whether  or  not  they  are  fitted 
for  this  sort  of  work. 

This  research  is  justifiable  on  the  ground  that  it 
is  important  for  instructors  and  pupils  of  the  schools 
within  the  communities  surveyed  to  know  what  the  busi- 
ness man  expects  of  his  employees.     The  high  schools 
should,   then,  attempt  to  meet  his  demands  to  the  best 
of  their  ability  by  modifying  their  methods  of  instruc- 
tion and  the  content  of  courses  in  the  commercial  curri- 
culum. 

This  survey  will  also  attempt  to  show  what  the 
placement  opportunities  are  in  the  communities. 


CHAPTER  III 
SELECTIOIT  OF  COl.arUWITIES  Al^D  BUSII^ESSES 

Cotnmunltles 

The  small  communities  surveyed  in  this  stud;y  were 
Bellov/s  Falls,  Brattleboro,  and  Springfield,  Vermont. 
The  communities  v/ere  selected,  first ,  on  the  basis  of 
population  (5,000  to  10,000)  so  that  they  would  be  com- 
parable in  size  to  Eellows  Falls,  where  the  investigator 
resides,  and  would  offer  comparable  opportunities  for 
office  workers;  and,  secona,  on  the  basis  of  comr.iuting 
distance  from  Bellows  Falls  as  possible  places  where 
the  graduates  of  Bellows  Falls  High  School  mi^ht  seek 
employment. 

Although  the  majority  of  the  residents  of  Bellows 
Falls  manage  to  find  employment  v/ithin  their  own  town, 
there  are  some  who  succeed  in  getting  employment  else- 
where.    Since  the  other  two  towns  included  in  this 
study  are  coiaparable  in  size  to  Bellows  Falls  and  since 
they  are  within  commuting  distance,  it  was  thought  ad- 
visable to  find  out  just  what  the  employment  possibilities 
are  for  Bellows  Falls  High  School  graduates  in  these  com- 
munities.    Also  it  was  felt  advisable  to  analyze  the 
opportunities  for  the  graduates  of  the  other  two  high 
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schools  concerned  in  the  study  in  a  tovni  other  than 
their  own. 

Eellows  Falls  itself  has  a  few  manufacturing  plants 
such  as  paper,  box,  and  brush  manufacturing,  a  power 
plant,  creajnery,  retail  stores,  banks,  a  motor  express 
company,  and  a  number  of  of f ices--law,  insurance,  public 
service,  and  municipal.     Brattleboro  has  a  few  manufac- 
turing plants.    Employment  possibilities  there  are  con- 
fined to  a  lar^-e  extent  to  offices  of  lawyers,  insurance 
retail  stores,  banks,  and  privately  ov.ned  plumbing, 
printing,  and  automobile  sales  and  service  concerns. 
The  third  town,  Springfield,  although  the  smallest  of 
the  three  in  population,   is  the  booming  industrial 
center  at  the  present  time.     Three  large  machine  manu- 
facturing plants  are  located  here,  with  a  few  smaller 
manufacturing  establishments.     The  present  defense  pro- 
gram has  put  these  factories  on  a  day  and  ni:^ht  schedule 
offering  employment  to  many  people  within  the  town  and 
from  surrounding  towns.     There  are  not  many  employment 
opportunities  in  law,  insurance,  retail  store  offices, 
or  offices  of  privately  owned  concerns. 

The  number  and  per  cent  of  employees  from  each  com- 
munity who  were  solicited  for  data  for  this  study  are 
shown  in  Table  I. 
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TABLE  I.     GEOGRAPHICAL  DISTRIBUTION 
OF  Er.PLOYEES 


Tov/ns 

Number 

Per  Cent 

Bellows  Falls.   .   .  . 

118 

42 

104 

37 

59 

21 

281 

100 

There  were  118,  or  42^<,',  from  Bellov/s  Falls;  104, 
or  37;o,  fron  Brattleboro;  and  59,  or  21;^,  from  Spring- 
field, making  a  total  of  281  employees. 

The  number  and  per  cent  of  employers  from  each 
tov-Ti  who  were  solicited  for  data  are  shown  in  Table  II. 


TABLE  II.     GEOGRAPHICAL  DISTRIBUTION 

OF  ei.:ployers 


Towns 

Number 

Per  Cent 

Bellows  Falls.    .    .  . 

44 

38 

50 

43 

22 

19 

116 

100 

There  were  44,  or  38^,  from  Bellows  Falls;  50,  or 
43;^',  from  Brattleboro;  and  22,  or  19;^,  from  Springfield, 
making  a  total  of  116  employers. 

Businesses 

The  businesses  were  selected  on  the  basis  of 
possible  places  where  the  graduates  of  the  high  schools 
of  these  communities  might  seek  employment.     An  attempt 
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was  made  to  select  those  offices  where  the  force  was 
not  large.     This  research  v/as  not  intended  to  be  a 
composite  study  of  the  duties  of  specialized  office 
workers,  but  rather  a  study  of  office  workers  who  do 
many  different  types  of  office  work.     Studies  of  the 
activities  of  specialized  office  workers--bookkeepers, 
secretaries,  and  clerks  in  larf^e  of f ices--have  been 
made,  but  studies  analyzing  the  varied  activities  of 
office  workers  in  small  communities  are  lacking. 
Therefore,  an  attempt  v/as  made  to  solicit  data  from 
office  workers  employed  by  concerns  where  the  force  is 
not  large.     A  fev/  exceptions  had  to  be  made,  as  a  few 
of  the  larger  offices  in  the  communities  do  employ 
graduates  of  the  high  schools  in  these  commimities . 
In  order  to  find  out  what  they  expect  of  high  school 
graduates,   they  were  included  in  the  study.     The  busi- 
nesses v/ere  selected  from  the  professional,  banking, 
retailing,  wholesale  and  manufacturing  fields. 

Table  III  presents  the  nuraber  and  per  cent  of 
employees  selected  from  each  general  classification 
and  individual  type  of  business  surveyed  for  this  study. 


% 
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TABLE  III.     DISTRIBUTION  OF  El^IPLOYESS 
AS  TO  TYPES  OF  BUSINESSES 


General 

Individual 

TyDe  of  Business 

Classification 

Type 

No. 

rJO  * 

<^ 

7G 

27 



\   

33 

.117 

Ice  Cream,  Kilk  .   .   .  i 

9 

.032 

7 

.025 

5 

.018 

o 

4 

.014 

3 

.010 

2 

.007 

Bathroom  Fixtures  .  . 

2 

.007 

Penholders,  Brush 

2 

.007 

Wood  Products  .... 

1 

.004 

1 

.004 

1 

.004 

1 

.004 

66 

24 

20 

.071 

7 

.025 

7 

.025 

6 

.021 

V 

5 

.018 

4 

.014 

3 

.010 

3 

.010 

p 

Stationery  and  Office 

2 

.007 

1 

.004 

Office  Equipment.    .  . 

1 

.004 

1 

.004 

Auto  Supplies  .    .   .    .  i 

T 
J. 

no  A 

1 

.004 

Electrical  Appliances 

1 

.004 

News  Shop  and  Lunch 

1 

.004 

53 

19 

34 

.12 

16 

.057 

Investment  Banking,  . 

2 

.007 

1 

.004 
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TABLE  III.      (Continued)     DISTRIBUTIOIJ  OF  EMPLOYEES 
A3  TO  TYFEo  OF  BUSIITESSES 


I  =  

General 

Individual 

Classification 

Type 

Type  of  Business 

.V 

No. 

c 

22 

8 

XjS^vt  ••••••••• 

10 

.036 

8 

.028 

Schools   

4 

.014 

5 

2 

1 

.004 

PaTrn  MachlneTV. 

A.             111      IIICA  \.y  JL^         X  w  X  Jr    *         *         *  * 

1 

.004 

T.ipfi  -f-  q 

1 

.004 

Poill  1"  T'V 

2 

.007 

59 

21 

I ' o t o T  Ex nTess 

10 

.036 

n  CiTi  "hT^n  p  t".  n  "P  ^ 

7 

.025 

pT'i  nt  1  nr""  

6 

.021 

Rallwav   

5 

.018 

5 

.018 

4 

.014 

Publishing  

4 

.014 

4 

.014 

3 

.010 

Social  Service.   .   .  . 

3 

.010 

3 

.010 

Cattle  Re^^^istry  .   .  . 

2 

.007 

Ltonumental  Works.    .  . 

1 

.004 

1 

.004 

1 

.004 

281 

100 

281 

100 

The  lar^iest  nurnber,  76,  or  27/o,  were  selected  from 
manufacturinp;  concerns.     The  other  selections  in  order 


were:     retailing,  66,  or  24;^;  financial,  55,  or  19;"^; 
professional,  22,  or  S%;  wholesale,  5,  or  2;^;  and 
miscellaneous,  59,  or  21;^. 
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The  articles  manufactured  include  such  things  as 
machinery,  ice  cream  and  milk,  paper,  brushes,  boxes, 
pipe  organs,  wool,  shoes,  bathroom  fixtures,  penholders 
and  brush  handles,  v/ood  products,  wood  heels,  tools,  and 
overalls.     The  retailing  group  includes  the  selling  of 
automobiles,  lumber,  gas  and  oil,   shoes,  dry  goods, 
hardv/are,  coal,  furniture,  haberdashery,   stationery  and 
office  supplies,  flowers,  office  equipment,  novelties, 
auto  supplies,  grain,  electrical  appliances,  and  news 
shop  and  lunch  counter.     Under  the  financial  classifi- 
cation there  are  banks,  insurance  offices,  investment 
banking  offices,  and  real  estate  offices.     The  pro- 
fessional classification  includes  lav;,  doctors,  and 
schools.     The  wholesale  field  contains  fruit,  farm 
machinery,  meats,  and  poultry.     Under  the  miscellaneous 
classification  are  included  those  offices  which  could 
not  be  given  any  general  term  such  as  motor  express, 
contractors,  printing,  railway,  public  service,  insti- 
tutions (hospitals  and  retreats),  publishing,  municipal, 
employment  office,  social  service,  bakery,  cattle 
registry,  monumental  works,  bottlers,  and  plumbing. 

Table  IV  presents  the  number  and  per  cent  of  em- 
ployers selected  from  each  general  classification  and 
individual  type  of  business  used  in  this  survey.  There 
were  31,  or  27;,j,  selected  from  the  retailing  field; 


17 


TABLE  IV.     DISTRIBUTION  OP  EMPLOYERS 
AS  TO  TYPES  OF  BUSINESSES 


General 

Individual 

Classification 

Type 

No . 

No. 

^  J 

31 

27 

3 

.069 

4 

.034 

4 

.034 

3 

.026 

3 

.026 

Stationery  and  Office 

2 

.017 

Novelties   

2 

.017 

Electrical  Appliances 

1 

.009 

Office  Equipment.    .  . 

1 

.009 

1 

.009 

1 

.009 

1 

.009 

21 

18 

X 

3 

.026 

V 

4 

.034 

Ice  Cream  and  T.'.ilk.  . 

4 

.034 

1 

.009 

1 

.009 

Bathroom  Fixtures  .  . 

1 

.009 

Vi/ood  Products  .... 

1 

.009 

1 

.009 

1 

.009 

Penholders,  brush 

1 

.009 

Sporting  Goods.    .    .  . 

1 

.009 

1 

.  009 

1 

.009 

19 

16 

11 

.095 

7 

.060 

Investnent  Banl^ing.  . 

1 

.009 

19 

16 

10 

.086 

5 

.043 

4 

.034 
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TABLE  IV.     (Continued)     DISTRIBUTION  OF  ET.^PLOYERS 
AS  TO  TYPES  OF  BUSBIESSES 


General 

Individual 

Type  of  Business 

Classification 

Type 

No. 

No . 

fir 

Wholesale  

2 

2 

Poultrv   

1 

.009 

Fax*Tii  Machinerv . 

1 

.009 

24 

21 

4 

.034 

2 

.017 

Public  Service.   .  . 

»  • 

2 

.017 

EjTiployment  Office  . 

•  • 

2 

.017 

2 

.017 

Motor  Express  .   .  . 

»  • 

2 

.017 

2 

.017 

Monumental  Works.  . 

>  • 

1 

.009 

1 

.009 

1 

.009 

1 

.009 

1 

.009 

1 

.009 

Social  Service.    .  . 

•  • 

1 

.009 

116 

100 

116 

100 

21,  or  18>,  from  the  manufacturing  field;  19,  or  16;s  from 
each  the  financial  and  professional  fields;  2,  or  Zio,  from 
the  wholesale  field;  and  24,  or  21;'!o  from  miscellaneous 
business  offices  which  could  not  be  given  any  general 
classification.     The  individual  types  of  business  under 
each  classification  are  similar  to  those  given  for  the  em- 
ployee distribution  in  Table  III,  Pages  14  and  15. 

It  is  evident  that  a  variety  of  businesses  is  repre- 
sented in  this  study.     A  fairly  comprehensive  list  of  the 
duties  of  office  workers  in  small  communities  should, 
therefore,  result.     From  these  duties  conclusions  can  be 
drawn  for  their  inclusion  into  or  exclusion  from  the  com- 
mercial courses  of  instruction. 
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CHAPTER  IV 
T.^ETHOD  OF  PROCEDURE 


The  problem  of  this  thesis,  an  analysis  of  the  of- 
fice services  performed  by  office  workers  in  communities 
of  10,000  population  or  less  as  a  basis  for  determining 
the  commercial  curriculum  content  for  hi^h  schools  in 
such  communities,  was  worked  out  through  the  interview 
and  check-list  methods  of  research.     The  procedure  is 
explained  somewhat  in  the  analysis  of  the  problem  on 
Pages  6  and  7.     The  following  steps  are  given  as  further 
explanation  in  the  method  of  procedure  used:     (1)  analy- 
sis of  the  office  services  of  office  workers;    (2)  com- 
piling final  duty  list;   (3)  compiling  personality  trait 
list;   (4)  determining  the  activities  to  be  learned  in 
school  and  which  on  the  job  based  on  employees'   and  em- 
ployers'  judgments;   (5)  determining  the  traits  essential 
for  office  workers  to  possess  to  succeed  on  the  job 
based  on  employees'  and  employers'   judgments;   (6)  deter- 
mining the  amount  of  education  office  workers  in  small 
communities  possess. 

Securing,  Coopers tion  of  Intei-vlov.'ees 

In  order  to  secure  more  readily  the  cooperation  of 
the  employees  and  employers  to  carry  on  this  research, 
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it  was  thourht  advisable  to  obtain  a  sponsor  for  the 
study.     An  attenpt  was  made  to  secure  the  sponsorship 
of  some  sort  of  public  organization  of  business  men, 
but  this  proved  futile.     Another  attempt  was  made, 
therefore,  to  secure  the  sponsorship  of  the  high  schools 
in  the  communities  included  in  this  survey.     The  study 
would  be  of  some  benefit  to  the  teachers  of  these  high 
schools.     Two  of  the  schools,  Bellows  Palls  High  School 
and  BrattleLoro  High  School,  were  v;illinr:  to  sponsor  the 
survey'-.     It  is  believed  that  this  helped  considerably  in 
gainin-3  cooperation  of  the  employees  and  employers. 

Forms  for  Gathering  Data 

It  was  necessary  to  determine  what  forms  to  use 
for  gatherinr  data  for  this  study. 

Time  Analysis  Chart 

A  representative  list  of  duties  to  be  presented  to 
employees  snd  employers  hcd  to  be  compiled.     Tlie  first 
step  em.ployed  to  accomplish  this  v/as  the  compilation  of 
a  Time  Analysis  Chart,  shown  as  Schedule  A,  Pages  190 
and  191,   in  the  Appendix.     The  43  duties  under  seven 
general  classii ications  which  made  up  this  time  analysis 
chart  v/ere  selected  from,  primary  and  secondary  sources. 
The  primary  sources  v/ere:     (1)  the  inves ti^^ator '  s  ov/n 
experience  as  an  office  v/orker  and  teacher  of  commercial 
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subjects;   (2)   suggestions  from  friends  employed  as 
office  workers  within  the  community.     The  secondary 
sources  were:     (1)  Charters  and  V^hitley's  study^; 
(2)  ::ichols'   study-^^;   (3)  textbooks  on  secretarial 
practice . 

The  list  of  duties  was  duplicated  on  8-^-  by  14- 
inch  paper  so  that  all  the  duties  could  be  listed  on  a 
single  sheet.     Opposite  the  list  oi  duties  v/ere  placed 
9  columns  2ivini3  the  time  of  the  day  in  hours  from 
8  A.        to  5  P.  v..     Each  of  these  sheets  represented 
one  working,  day. 

Cooperation  was  solicited  f"rom  13  office  workers 
to  help  cOi-.^jile  the  final  auty  list  through  the  medium 
of  this  time  analysis  chart.     Table  V  shows  the  types 
of  businesses  from  v/hich  these  office  workers  v/ere 
chosen  and  the  number  and  per  cent  representing;;  each 
business . 

The  manufacturing  field  contributed  4,  or  30.77,a, 
employees;  two  were  chosen  from  the  office  of  a  brush 
manufacturing  concern,  one  from  a  paper,  and  another 
Irom  a  machinery  manufacturing  concern.     Two,  or  15, 39;^, 

9.  Y».  W.  Charters  and  Isadore  3,  VJliitley,  Anal  ysis 
of  Secretarial  Duties  and  Traits.     Baltimore:  w'iliiams 
and  V/ilklns  Co.,  1924.     TBG  pp. 

10.  Frederick  G.  Nichols  and  Sally  V/.  Wissmann,  The 
Personal  Secretary:     Differentiating  Duties  and  Traits . 
Cambridr-e:     Harvard  University  Press,  1934.     105  pp. 
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TABLE  V.     DISTRIBUTIOK  OP  EMPLOYEES 
SOLICITED  FOR  TII.lE  ANALYSIS  CHARTS 


"^us  Ine  3  s  e  s 

Ilwb  e  r 

Per  Cent 

TiTanii "f^s c t u f i n CT   f •naDeT  b'Pi^sh 

4 

30.77 

2 

15.39 

2 

15.39 

1 

7.69 

1 

7.69 

1 

7.69 

1 

7.69 

1 

7.69 

13 

100.00 

were  chosen  from  each  the  retaillnc  and  banking  fields; 
and  one  each  from  law,  school,  bakery,  social  service, 
and  emplojniient  offices. 


Each  of  the  v;orkers  was  interviewed  personally. 
They  were  given  six  of  these  time  analysis  charts — 
one  for  each  workin.p;  day  in  the  week.     They  were  re- 
quested to  keep  a  record  for  a  week  on  this  chart  of 
all  the  duties  they  performed  during  that  week,  giving 
the  exact  time  spent  on  each  duty  in  the  columns  pro- 
vided for  that  purpose  on  the  sheets. 

The  cooperation  received  from  these  office  workers 
was  very  good.     Each  of  them  returned  the  time  analysis 
charts  accurately  filled  out.    A  few,  however,  did  not 
give  the  time  spent  on  some  of  the  duties.     Vihen  the 
charts  were  collected  at  the  end  of  the  week,  the  re- 
turns were  tabulated.     A  su:.miary  of  these  returns  is 
shown  in  Table  VI,  Pages  2  3-27. 
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TABLE  VI.     Sm.llARY  OF  DUTIES  FROM  TIO  AlIALYSIS  CHARTS 


1 

EUTIES 

Number  of 
People  Per- j 
forming  Dutjf 

Frequency  of 
Performance 

Minutes  , 

3.5 

7 

102 

4,310 

5.5 

^  •  ^  •  

7 

47 

1,585 

3.5 

m  _  1           T\  J       1  _  J  •  

7 

38 

1,390 

3.5 

Transcribe  froEi  Shorthand  Kotes  .... 

7 

37 

1,375 

ft  ^ 

3.5 

7 

26 

1,055 

3.5 

7 

56 

530 

9 .5 

Operate  Calculating  Liachme  -  Adding.  • 

6 

51 

1,075 

9.5 

6 

34 

550 

y  .o 

Fold  Letters  and  Insert  in  Envelopes.  . 

6 

28 

515 

9.5 

6 

28 

300 

9.5 

6 

11 

160 

9.5 

6 

6 

140 

14.5 

fmm                           T>  »    ^    t                      T                       •                              r\                           /^i  _ 

5 

31 

1,565 

14-  ,0 

5 

22 

365 

14.5 

5 

17 

340 

19  .5 

4 

14 

460 

19.5 

4 

11 

405 

19.5 

4 

22 

350 

19.5 

4 

27 

290 

19.5 

Hear  Complaints  in  Office  and  Over 

/I 

11 

215 

19.5 

4 

6 

175 
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TABLE  VI.  (Continued)  SUmiARY  OF  DUTIES  FROM  TILIE  AlIALYSIS  CHARTS 


DUTIES 


I 

^  o 

O  Oh 

ft  a? 

(D  i-l 

^  Cm 

£  O 

p  © 

^  PL, 


■P 


fciD 

•  H 

o 

<1h 


O  © 

o 

© 

^4  © 


19.5 
24.5 
24.5 
24.5 
24.5 
31.5 
31.5 
31.5 
31.5 
31.5 
31.5 
31.5 
31.5 
31.5 
61.5 
61.5 

61.5 

61.5 
61.5 
61.5 


Mfidce  Monthly  Statements  

Llake  Journal  Entries  

Type  Letters  from  Cop^'-  

V^rite  Receipts  

Keep  Petty  Cash  Book  

Type  from  Dictating  Machine  

Operate  Calculating  Machine  -  Subtracting 
Operate  Mimeograph  


Operate  Calculating  Machine  -  Multiplying 

Tal:e  Trial  Balance  

Type  Case  Histories  from  Copy   


Type  Articles,  Msoiuscripts  from  Copy. 

Cut  Stencils  

Keep  Employer  Reminded  of  Engagements 
Figure  Pay  Rolls  


Record  Probate  Records  for  Settling 
Estates  


Assemble  Orders  and  Attach  Bills  of 
Lading   


Shave  Dictaphone  Records, 
Type  New  Index  Cards.  ,  . 
Rule  Ledger  


4 
3 
3 
3 
3 
2 
2 
2 
2 
2 
2 
2 
2 
2 
1 


17 
10 
9 
3 
35 
IS 
7 
8 
3 
3 
4 
3 
3 
15 

21 

6 
7 
3 
5 
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TABLE  VI.  (Continued)  SUIIL^AEY  OF  DUTIES  FROM  Tliffi  ANALYSIS  CHARTS 


DUTIES 


1- 


61.5  J  Consultation  in  Regard  to  S^litling 
Estates   


>> 

1 

-p 

o 

o 

u 
o 

a 

>» 

nc 

o 

0-. 

o 

CO 

u 

o 

<D 

? 

iH 

& 

o 

<H 

o 

O 

u 

1 

a> 

o 

o 

Ph 

61.5 
61.5 
61.5 

61.5 
61.5 
61.5 
61.5 

61.5 
61.5 
61.5 
61.5 
61.5 

61.5 
61.5 
61.5 
61.5 
61.5 
61.5 


Look  Up  Shipping  Dates  j 

i 

Prepare  Club  Cards  for  Following  Day  .   . I 

I 

Cash  Lloney  Drawer  and  Clear  Cash  Regis-  I 
ter  I 


Type  Packing  Slips   

Put  Up  Paper  Samples  ..... 
Type  Legal  Docments  from  Copy 


Receivo  and  Record  Cash  of  Delivery 
Truck  Drivers  


Record  Invoices.  .   .  , 

Clean  Files  , 

Balance  Club  Cash.  ,  . 
Write  Daily  Statement. 


Credit  Checks  Received  for  Settling 
Estates    . 


Assemble  Case  Records.  .   

Record  New  Employees   

ll&ke  Out  Separation  Notices  

Prepare  Pay  Roll  Report  

Look  Up  Records  of  Different  Estates  .  . 
Draw  Club  Cards  for  Posting.  .  .  . 


a? 
-p 

•H 


1 

3 

125 

1 

5 

105 

1 

5 

95 

T 

1 

1 

70 

1 

3 

60 

1 

1 

60 

1 

T 
X 

X 

1 
X 

1 

X 

fin 

1 

X 

X 

fiO 

T 

X 

0 

OO 

1 

1 

45 

1 

2 

30 

1 

1 

30 

1 

1 

30 

1 

1 

30 

1 

1 

30 

1 

1 

30 

1 

2 

25 
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TABLE  VI.  (Continued)  SUIJLIARY  OF  DUTIES  FROM  TB^E  ANALYSTS  CHARTS 


DUTIES 


61.5 
61.5 
61.5 
61.5 
61.5 
61.5 

61.5 
61.5 
61.5 
61.5 
61.5 
61.5 

61.5 

61.5 
61.5 
61.5 
61.5 
61.5 
61.5 


®  s 

to 

® 

iH  .H 

O  U 

<D  O 
P-i  ^ 


O  <D 
O 

^  P 
(D  ^1 

o  u 
u  a> 


Operate  Hectograph   

Type  Lledical  Records  

Type  IZinutes  of  Meetings  from  Copy  .  .  . 
Type  Receiving  Report  on  Car  of  Paper.  . 
Post  Ledger  Cards  of  Clubs   


Assemble  Slips  Recording  Merchandise  Sent 
Out  on  Approval   


Indexing    , 

Iv!ake  Engagements  and  Appointments, 

Answer  Telephone   

Copy  Court  Order  on  Estate  .  .  .  . 
Keep  Expense  Accounts  


Type  Registration  Cards  (Employment 
Office)    , 


Meike  Out  Social  Security  and  Unemployment 
Reports   


Post  Sales:nen' s  Commissions.  .  , 

Pay  Bills  

Vi6\ze  Out  Notes  , 

Balance  Sales  Ledger   

Check  Credits  on  Customers  .  . 
Balance  Accounts  Payable  Ledger, 
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TABLE  VI.  (Continued)  SUITJARY  OF  DUTIES  FROM  TIIIE  MALYSIS  CHARTS 


T 


61.5 
61.5 
61.5 

61.5 
61.5 
51.5 
61.5 
61.5 


DUTIES 


Send  Out  Collection  Letters.  .  .  , 
Arrange  Checks  for  Clearing  House 


to 
o  o 


o  © 
o 

>>  p: 

Cl  p 

o  C 

O  Jh 

fx, 


Figure  Service  Charges  on  Checking  Ac- 
counts  

Post  Service  Charges  on  Ledger  Cards  .   .  . 

Arrange  and  Post  Checks  from  Clearing  Hous 

Post  Checks  and  Deposits   

Prepare  Statements  of  Checking  Accounts.  . 

Figure  Interest  on  Savings  Accounts.  .  .  . 


1 


6 

1 
1 
6 
6 
1 
1 


m 
-p 

•H 
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The  duties  were  tabulated  according  to  the  greatest 
number  of  people  v/ho  reported  performing  the  duty.  Then 
consideration  was  given  to  the  frequency  of  performance 
of  each  duty;     that  is,  the  number  of  times  the  duty  was 
performed  during  the  v/eek  by  the  employees  who  claimed 
they  performed  it.     Finally,   in  the  third  column  of  the 
table,  is  given  the  total  number  of  minutes  spent  on  each- 
duty  during  that  v/eek  by  those  who  performed  the  duty. 

All  of  the  duties  on  the  time  analysis  chart  except 
two  were  checked  at  least  by  one  of  the  thirteen  em- 
ployees.    These  two  duties  were  "Operate  Addressograph" 
and  "Operate  the  Calculating  Machine"  for  dividing  pur- 
poses.    These  two  duties  were  not  excluded  from  the 
final  duty  list,  as  it  was  felt  that  some  of  the  em- 
ployees to  whom  the  final  duty  list  would  be  sent  would 
be  performing  them. 

Although  there  were  only  43  duties  on  the  time 
analysis  chart,  the  number  of  duties  increased  to  87 
when  Summary  Table  VI  was  organized.     The  employees  had 
added  46  nev/  duties,  most  of  which  pertained  to  the 
particular  business  in  which  they  v/ere  located. 

Duty  List  to  Employees 

The  final  duty  list,  shovi/n  as  Schedule  E,  Pages  192- 
196,   in  the  Appendix  was  compiled  from  Table  VI.  A 
few  changes  were  made  in  the  listing  of  the  duties. 
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For  example,  "Keep  Books  and  Ledfrers"  was  thought  to 
be  too  general  a  term,  so  it  was  used  as  a  main  classi- 
fication of  detailed  duties  concerned  v/ith  keeping  books 
and  ledgers.     The  duty  "I/Iake  I.'.onthly  Statements"  was 
changed  to  two  duties-- "Prepare  Profit  and  Loss  Statement" 
and  "Prepare  Balance  Sheet."     Some  of  the  duties  given 
by  the  employees  suggested  nev/  ones  to  be  added  to  the 
final  duty  list.     "Balance  Accoiints  Payable  Ledger" 
suggested  "Keep  Accounts  Payable  Ledger"  and  "Keep 
Accounts  Receivable  Ledger."     Similarly,  "Balance  Sales 
Ledger"  suggested  "Keep  Sales  Ledger"  and  "Keep  Pur- 
chases Ledger." 

The  final  duty  list  contained  83  duties  v/ith  duty 
No,  22,  "Operate  Calculating  Machine,"  broken  up  into 
four  parts:     adding,  subtracting,  multiplying,  and 
dividing.     Space  was  also  provided  under  each  of  the 
processes  for  the  employees  to  describe  the  types  of 
problems  they  solved  v;hen  using  the  calculating  machine 
for  each  of  these  processes.     Tliis  information,  it  was 
thought,  would  reveal  if  instruction  in  any  of  the 
problems  described  could  be   given    in  the  high  school. 

The  88  duties  were  classified  respectively  under 
the  following  nine  headings:     Keep  Books  and _Ledgers; 
Filing;  Stenographic  Duties;  Clerical  Duties;  Type  from 
Copy;  Operate  Duplicating  1,'achines;  Mailing  Duties ; 
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Meeting  and  Handling  People ;  and  Duties  Peculiar  to 
Banking  Concerns .  Space  was  provided  for  employees 
to  add  any  additional  duties. 

In  addition  to  finding  out  what  activities  office 
workers  performed,  it  was-  attempted  to  determine  which 
of  these  activities  were  'important,  and  which  unimportant. 
Columns  were  provided  qn  the  check  list  for  securing 
this  information.     Further  means  had  to  be  provided  for 
ascertaining  the  duties  which  might  better  be  learned 
in  school,  which  on  the  job,  and  which  in  school  and  on 
the  job.     Provision  was  made  for  gathering  this  informa- 
tion by  including  three  more  columns  on  the  check  list-- 
"school,"  "job,"  and  "school- job. "     The  employees  were 
to  place  a  check  mark  in  the  column  marked  "school"  if 
they  felt  that  the  duty  should  be  learned  in  school,  in 
the  "job"  column  if  it  could  be  learned  on  the  job,  and 
in  the  "school-job"  column  if  instruction  were  needed 
in  school  with  further  training  on  the  job.     These  data 
would  make  it  possible  to  determine  to  some  extent 
which  of  these  activities  should  be  learned  in  school 
and  which  on  the  job. 

In  addition  to  the  above  information,  it  was  attempted 
to  ascertain  the  approximate  time  spent  by  these  office 
workers  on  each  duty  in  en  effort  to  further  establish 
the  importance  or  unimportance  of  the  duties.  Columns 
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for  securing  this  inrormation  were  provided  on  the  sheet 
with  headings  "L:inutes  per  day,"  "Hours  per  week,"  and 
"V/eeks  per  year." 

The  list  of  duties  was  duplicated  on  both  sides  of 
an  0-J  by  14-inch  sheet  of  paper  so  that  it  vrould  be  more 
easily  handled  by  employees,  employers,  and  investigator. 

Duty  List  to  Employers 

A  similar  duty  list  was  compiled  to  be  distrib^j.ted 
to  employers  to  find  out  from  them  what  they  expected 
their  office  workers  to  be  able  to  do.     This  check  list 
of  duties  contained  the  sane  duties  as  that  which  was 
distributed  to  the  employees,  but  it  did  not  contain 
space  for  ^-ivlni"  the  time  element  for  each  duty.  Each 
employer  v;as  to  consider  each  duty  on  the  list  that  he 
expected  his  office  v/orkers  to  be  able  to  perform.,  or 
others  which  he  mir^t  add  to  the  list,  for  the  following 
points:     important  or  unim.portant ,  and  whether  each  of 
the  duties  checked  should  be  tau::ht  in  school,  learned 

on  the  job,  or  learned  in  school  and  on  the  job.  The 

I 

check  list  of  duties  as  distributed  to  the  employers  is 
shown  as  Schedule  C,  Pa^es  197-199, in  the  Appendix. 

personality  Trait  Ranking  Sheet 

In  addition  to  securing:  data  concerning  the  duties 
of  office  workers  in  small  communities  as  has  already 
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been  explained,  this  study  also  attenpted  to  determine 
the  personality  traits  which  employees  and  employers 
felt  v/ere  necessary  for  office  vrarkers  to  possess  to 
succeed  on  the  job.     Therefore,  a  list  of  32  personality 
traits,  arranged  alphabetically  with  a  definitive  state- 
ment after  each  one,  v/as  duplicated.     Parentheses  were 
placed  to  the  left  of  each  statement,  in  vdiich  the  em- 
ployees and  employers  were  to  rank  the  traits  in  the 
order  of  their  importance.       This  list  of  traits  v/as 
taken  from  Nichols'  study. "'■'^     It  v/as  felt  that  this 
list  v/as  complete  in  every  detail  and  that  it  could 
not  have  been  improved  upon  if  an  attempt  had  been 
made  to  construct  a  nev/  one.     The  original  list  was 
constructed  from  every  available  source  of  such  in- 
formation, such  as  contributions  of  v/riters  of  articles 
on  the  subject,  authors  of  secretarial  books,  teachers 
of  secretarial  students,  lecturers  on  the  subject,  and 
research  workers.     The  ori^-inal  list  contained  34  traits, 
but  only  32  v/ere  selected  for  this  study,  omitting 
"Executive  Ability"  and  "Orranizing  Ability."     It  was 
felt  that  these  two  were  distinctly  applicable  tc  secre- 
tarial positions  and  v/ould  not  particularly  concern  of- 
fice workers  in  sm.all  communities, 

11.  Ibid.,  pp.  14-15. 
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The  personality  trait  list  as  used  in  this  study 
is  shown  as  Schedule  D,  Pages  200-201,  in  the  Appendix. 
It  was  distributed  to  employees  and  employers  for  their 
judgments. 

Education  Questionnaire 

The  final  part  of  this  study  was  concerned  with 
the  educational  qualif ications--general  and  business-- 
of  the  office  workers  in  the  communities  surveyed.  It 
was  attempted  to  determine  how  many  high  school  graduates 
obtained  office  jobs  without  further  training  beyond  the 
high  school.     The  form  used  to  collect  this  information 
is  shown  as  Schedule  E,  Page  202,   in  the  Appendix,  The 
form  is  similar  to  the  one  used  by  Nichols. -^^     In  addi- 
tion to  obtaining  information  concerning  the  employee's 
education,  this  form  also  secured  information  concerning 
the  ei.iployee's  job--nanie,  location,  and  occupation  of 
concern,  and  title  of  employee's  position.     This  form 
was  duplicated  on  the  other  side  of  the  sheet  that  con- 
tained the  personality  trait  rsmking  list. 

Distribution  of  Check  Lists 

These  forms--Check  List  of  Duties,  Personality 
Trait  Ranking  Sheet,  and  Education  Form  (Schedules 
B,  D,  and  E)--were  distributed  to  281  employees; 

12.     Ibid.,  p.  100. 


54 

118  from  Bellov/s  Falls,  104  from  Brattleboro,  and  59 
from  Springfield,  as  shov/n  in  Table  I,  Pare  12.  Tlie 
forms  were  accompanied  by  a  letter,  Schedule  ?,  Pap:e 
203,   explaining  the  purpose  of  the  study  and  requesting 
the  employee's  cooperation.     On  the  other  side  of  the 
sheet  that  contained  the  letter  were  ;-iven  the  directions. 
Schedule  G,  Pa^e  204,   Tor  the  employee  to  follow  in  fill- 
ing out  the  questionnaires. 

The  forms  Schedules  C  and  D,  Pages  197-201,  v;ere 
distributed  to  employers  of  office  v;orkers  in  Bellows 
Falls,  Brattleboro,  and  Sprincfield.     The  number  of 
employers  to  v/hom  these  questionnaires  were  distributed 
was  116 — 44  in  Bellows  Falls,  50  in  Brattleboro,  and  22 
in  Springfield,  as  shov/n  in  Table  II,  Page  12.  Along 
with  the  forms  was  sent  a  letter.  Schedule  H,  Page  205, 
explaining  the  purpose  of  the  study  and  requesting  the 
employer's  cooperation  to  help  make  the  research  a  suc- 
cess.    On  the  other  side  of  the  sheet  containing  the 
letter  v/ere  given  the  directions.  Schedule  I,  Page  206, 
to  enable  the  employer  to  properly  fill  in  the 
questionnaires. 

In  Bellows  Falls  it  was  possible  to  distribute 
these  check  lists  in  person  or  through  the  cooperation 
of  high  school  pupils  who  were  related  to  or  v/ere  friends 
of  the  office  workers  in  the  community.     This  personal 
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contact  made  it  possible  to  ,c;et  back  a  lar^e  percentase 
of  the  check  lists.     It  was  iripossible  to  personally 
contact  the  workers  of  the  other  two  communities,  and, 
therefore,  the  check  lists  had  to  be  mailed  to  them. 
A  postal  card  follow-up  was  sent  about  tv/o  weeks  after 
the  check  lists  had  been  mailed. 


CH/lPTER  V 
AIIALYSIS  OF  RETURNS 


Check  List  Returns 

The  percentage  of  returns  was  very  good  in  Bellows 
Palls  and  fair  in  Brattleboro  and  Springfield.  Returns 
continued  to  come  in  after  the  data  had  been  tabulated. 
These  returns,  however,  would  not  have  made  any  appre- 
ciable difference  in  the  final  results  of  the  study. 
A  survey  of  these  late  returns  indicated  that  the  duties 
and  traits  checked  would  not  have  changed  the  ranking  of 
either  the  duties  or  the  traits.     Table  VII  shows  the 
number  and  per  cent  of  returns  from  employees  from  the 
different  communities. 


TABLE  VII 

CHECK  LIST  BAILING  DATA--EFPLOYEES 


Tov/ns 

Sent 

Re- 
turned 

Per  Cent 
Returned 

Bellows  Falls. 

lis 

93 

79 

Brattleboro.  . 

104 

49 

47 

Springfield.  . 

59 

26 

44 

Totals.  . 

231 

168 

69 

Of  the  281  check  lists  distributed,  168,  or  60^, 
were  returned--93  out  of  118  (79^)  from  Bellows  Falls, 
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49  out  of  104  (47).')  from  Brattleboro,  and  26  out  of  59 
(44)S)  from  Springfield. 

The  number  and  per  cent  of  returns  from  employers 
from  the  various  to\ms  are  shown  in  Table  VIII. 


TABLE  VIII 
CHECZ  LIST  MAILING  DATA— EITPLOYEKS 


Sent 

Re- 

Per Cent 

Towns 

turned 

Returned 

Bellows  Falls  .  . 

44 

36 

82 

Brattleboro  .   .  . 

50 

29 

58 

Springfield  .   .  . 

22 

13 

59 

Totals  .    .  . 

116 

78 

67 

Of  the  116  employers,  78  (67,'j)  made  returns-- 
1%  more  than  the  employees.     In  Bellows  Falls,  36  out 
of  44  (82;^)  made  returns;   in  Brattleboro,  29  out  of  50 
(58;0;  and  in  Springfield,  13  out  of  22  (59;^.'). 

Sex  Distribution 

There  has  always  been  some  question  as  to  the 
opportunities  for  each  sex  in  obtaining  office  work. 
According  to  occupational  statistics,  there  v/ere  em- 
ployed in  office  work  in  1930,  1,774,434    men  and 
1,864,404  women. -^^    These  totals  include  bookkeepers, 
clerks,   stenographers,  and  typists.     These  figures 

13.  Statistical  Abstract  of  the  United  States. 
United  States  Department  of  Commerce,  Bureau  of  Foreign 
and  Domestic  Commerce.     Washington,  D.  C,  1936.     p.  64. 
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show  that  members  of  the  female  sex  as  office  workers 
exceed  the  members  of  the  male  sex  by  89,970,  or  by  2%, 
The  men  made  up  49,'^  of  the  office  v/orkers,  while  the 
v/omen  made  up  bVfo, 

The  situation  in  this  study,  hov;ever,   is  con- 
siderably different.     Members  of  the  female  sex  employed 
as  office  workers  have  quite  a  majority  over  the  male 
sex.     Of  the  166  employees,  136,  or  QVfo,  are  women,  and 
32,  or  19/^,  are  men.     The  distribution  when  the  check 
lists  were  distributed  was  75/a  v/omen  and  25^  men.  When 
the  returns  came  in,  however,  the  distribution  was  still 
more  in  favor  of  the  women--Sl^  to  19^--as  cited  in 
Table  IX.     These  figures  seem  to  indicate  that  oppor- 
tunities for  boys  as  office  workers  in  these  communities 
are  not  so  great  as  those  for  girls. 


TAPL!^  TX.     SEX  DISTRIBUTION^  OP  E'TLOYEES 


.iple 

ile 

Totals 

Towns 

TTum- 
bcr 

Per 

Cent 

ber 

Per 

Cent 

Num- 
ber 

Per 

Cent 

Bellows  Falls.  . 

77 

46 

TC 

10 

93 

55 

Brattleboro.    .  . 

3? 

23 

10 

6 

49 

29 

Springfield.   .  . 

on 

12. 

M 

rr 

26 

16 

Totals.    .  . 

136 

31 

19 

168 

100 
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Distribution  as  to  Types  of  Businesses 

In  order  that  sor.ie  idea  may  be  gained  as  to  the 
number  and  per  cent  of  the  types  of  businesses  from 
which  employees  returned  check  lists.  Table  X  was 
compiled.     Only  the  general  classifications  of  the 
businesses  are  given. 


TABLE  X.     CHECK  LIST  RETURII3  PROM  EI.IPLOYESS 
ACC0RDI::G  to  GEirBRAL  CLASSIFICATIONS  OF  BUSIIIESSES 


Classification 

I'uTAber 

Per  Cent 

45 

27 

40 

24 

27 

15 

13 

7 

1 

1 

42 

25 

1G8 

100 

Manufacturing;  leads  the  list  with  45,  or  27;^',  returns, 
with  the  follov;ing  in  correct  order:    Retailing,  40,  or 
24,-^;  Financial,  27,  or  16;';  Professional,  13,  or  7r$; 
Wholesale,  1,  or  l/aj  Miscellaneous,  42,  or  25>'.     For  a 
general  idea  as  to  the  individual  types  of  businesses 
included  under  each  of  the  above  reneral  classifications. 
Table  III,  Pa^es  14  and  15,  may  be  consulted. 

Table  XI  presents  the  numbei*  of  returns  from  em- 
ployers accordinr  to  the  general  classifications  of  the 
businesses  selected  for  this  study. 


I 
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TABLE  XI.     CIiECK  LIST  RETlTiiiiS  MvOi:  EMPLOYERS 
ACCORDIiya  TC  GEIIEr-J^L  CLASS  IFICATIOITS  OP  BUSIiOLSoES 


Classification 

number 

Per  Cent 

23 

30 

14 

18 

15 

17 

8 

10 

1 

1 

19 

24 

78 

100 

In  the  case  of  the  employers  the  Retailing;  heads 
the  list  v/ith  23,  or  30;',  returns,  with  the  other  classi- 
fications coming  in  the  following  order:     I.Ianuf acturing, 
14,  or  IQ-o;  Financial,  13,  or  17:.';  Professional,  C,  or 
10;o;  V/liolesale,  1,  or  1;.;  and  i.:iscellaneous ,  19,  or  24;^. 
The  reason  v/hy  retailing  heads  the  list  with  employers 
instead  of  manufacturing,  as  is  the  case  v;ith  the  employees, 
is  that  there  are  many  more  retail  establishjients  than 
manufacturing  concerns;   thus,  there  are  more  employers 
in  that  field.     One  manufacturing  concern  employs  more 
office  workers  than  one  retail  concern;   therefore,  there 
are  more  office  workers  in  the  manufacturing  field  than 
in  the  retail.     The  ratio  of  employee-employer  in  the  re- 
tail field  is  about  2  to  1  (in  some  cases  1  to  1),  whereas 
in  the  manufacturing  field,  it  is  about  4  to  1  (in  some 
cases  as  high  as  10  to  1). 


41 

The  check  lists  returned  v/ere  fairly  well  filled 
out.     All  the  employees,  however,  did  not  check  the 
time  element  on  the  check  list  of  duties,  claiming  that 
they  had  too  many  interruptions  to  be  able  to  estimate 
even  approximately  the  time  spent  on  each  duty  performed. 
This  was  especially  true  of  those  em.ployees  v;ho  made  up 
an  office  force  of  one  and  who  did  all  the  varied  duties 
of  office  work.     Table  XII  presents  data  regarding  the 
number  and  per  cent  of  returns  givinn;  the  time  spent  on 
each  duty  performed. 


TABLE  XII.     RETUHIIS  CONTAINING  TlllE  ELELIEI\'T 


number 

Per  Cent 

Returns  witli  Time.    .    .  . 
Returns  v;ithout  Time  .  . 

93 
75 

55 
45 

1G8 

100 

Of  the  168  returns,  93,  or  bbfo,  gave  the  time. 
Prom  these  returns  it  was  possible  to  [^et  at  least  an 
approximate  averaje  of  the  time  spent  by  office  workers 
in  small  comrp.unities  on  each  of  the  duties  on  the  check 
list. 

Some  of  the  Personality  Trait  Ranking  Sheets  v/ere 
not  correctly  filled  out  and  some  were  not  filled  out  at 
all.     From  the  employees,  15  out  of  the  168  returned  (9;^) 
could  not  be  used,  and  from  the  employers,  11  out  of  the 
78  returned  (IS.J)  could  not  be  used. 


1  ■ 
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Analysis  of  Duties  by  Employees 

I'he  Duty  Lists  returned  v;ere  tabulated  and  the  fre- 
quency ranking  of  the  duties  by  employees  Is  shov/n  In 
Table  XIII,  Pa^es  44-52.     This  I.:aster  Table  represents 
a  tabulation  of  all  the  duties  (91)  on  the  checl:  list 
sent  to  the  employees,  plus  19  selected  from  the  170 
additional  duties  collected  iron  the  employees'  returns. 
These  19  duties  were  selected  on  the  basis  of  frequency 
of  performance  and  on  their  c^eneral  character  as  being 
common  to  more  than  one  type  of    business.  Those 
duties  having  a  Duty  Number  higher  than  91  in  Table 
XIII,  Pages  44-52,  were  selected  from  the  additional 
duties  given  by  the  employees. 

The  "Frequency"  column  indicates  the  number  of  times 
each  particular  duty  was  reported  as  having  been  performed 
by  the  employees.     The  "Important"  column  Indicates  how 
many  employees  considered  the  duty  important;   the  "Unim- 
portant" column,  hov/  many  considered  it  unimportant.  The 
"School,"  "Job,"  and  "School- Job"  columns  show  how  many 
employees  checking  the  duty  thought  it  should  be  taught 
in  school,  on  the  job,  or  in  school  and  on  the  job.  The 
"Minutes  Per  Day,"  "Hours  Per  Week,"  and  "'.Yeeks  Per  Year" 
columns  represent  the  total  number  of  minutes,  hours,  and 
v/eeks  spent  on  each  duty  by  those  employees  v/ho  gave  the 
time  on  the  check  lists. 
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Findings 

The  top  rankinc  duty  as  to  frequency  of  performance 
Is  "Ansv/er  Telephone,"  with  109  out  of  168  performing  It, 
88  considering  It  Important  and  21  unimportant;  14  claim 
it  can  be  tauftht  in  school,  64  on  the  job,  and  51  in 
school  and  on  the  job.     The  total  time  spent  on  this 
duty  per  day  was  1,875  minutes.     This  total  would  have 
been  much  greater  if  all  the  employees  had  given  the 
time  spent  on  the  duty.     As     it  is,  this  total  represents 
the  time  spent  on  the  duty  by  only  51  employees.  Many 
employees  claimed  that  it  v;as  too  difficult  to  estimate 
the  time  spent  in  perfornin^  this  duty  as  it  varied  so 
with  each  call. 

The  duties  ranking  hi^^h  as  to  performance  and  time 
spent  on  them  are  the  stenographic  duties  "Take  Dicta- 
tion" and  "Transcribe  from  Shorthand  Notes."     Of  the  168 
employees,  91  performed  both  duties,  v/ith  90  considering 
them  important.     Seventy-seven  thoun-ht  "Take  Dictation" 
should  be  taught  in  school,  12  in  school  and  on  the  job, 
and  none  on  the  job.     Totals  of  2,650  minutes  per  day, 
246-fej  hours  per  week,  and  2,349  weeks  per  year  were  spent 
on  the  duty.     Eighty  thou2:ht  that  "Transcribe  from  Short- 
hand Notes"  should  be  taught  in  school,  9  in  school  and 
on  the  job,  and  none  on  the  job.     Totals  of  3,560  minutes 
per  day,  340-J-  hours  per  week,  and  2,300  v/eeks  per  year 
were  spent  on  the  duty. 
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"Filing"  ranks  high  as  to  frequency  of  performance — 
105  out  of  168  performing  the  duty.  In  the  small  offices 
where  the  force  is  not  large,  all  the  employees  help  with 
the  filing  and  all  must  be  acquainted  with  the  particular 
system  in  use  in  their  office.  This  also  accounts  for 
the  large  amount  of  time  spent  on  the  duty- -2, 360  minutes 
per  day. 

It  was  surprising  to  find  "Compose  Letters  for  Em- 
ployer" ranking  8th  in  the  list,  with  84  out  of  the  168 
performing  the  duty.     It  was  considered  important  by  82 
of  the  84;  30  felt  it  should  be  taught  in  school,  16  on 
the  job,  and  38  in  school  and        thr.  Job.     The  duty 
"Wait  on  Customers"  ranks  quite  high--10th  from  the  top. 
This  includes  waiting  on  customers  in  retail  stores-- 
actual  selllng--meeting  clients  and  other  people  who 
come  into  law,  insurance,  municipal,  school,  and  other 
offices.     In  many  cases  the  office  worker  must  take 
the  place  of  the  employer  when  he  is  out,  and  handle 
those  people  who  come  into  the  office.     Out  of  the  168 
employees,  82  perfn-r^'ed  thlr.  <^uty,  with  77  considering 
it  Important,     Forty-six  thought  it  should  be  taught 
on  the  job,  26  in  school  and  on  the  job,  and  7  in  school. 

The  duty  ranking  highest  as  to  number  of  minutes  per 
day--5,385--was  "Figure  Pay  Rolls."    The  number  of  hours 
per  week,  however,  was  only  173  3/4,  and  total  weeks  per 
year,  1,G66.     The  reason  for  this  is  that  the  pay  roll 
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is  not  figured  every  day  in  the  week,  so  that  the  time 
spent  on  the  duty  would  be  the  same  for  the  day  as  for 
the  week,  whereas  on  a  duty  like  "Take  Dictation"  that 
is  performed  daily,  the  total  hours  per  week  cumulate. 

An  attempt  was  made  to  find  out  just  for  which  of 
the  processes  the  calculating  machine  was  most  frequently 
used.     The  data  collected  reveal     that  "Adding"  ranked 
sixth,  with  90  out  of  168  performing  the  duty.     The  next 
process  in  order  of  frequency  is  "'[ul tiplyinc"  which 
ranked  45th,  v/ith  41  performinc  it  and  "Subtracting"  was 
close,  ranking  48th,  with  39  performing  it.  "Dividing" 
ranked  56th,  with  only  23  using  the  calculating  iiachine 
for  this  process. 

It  is  evident  from  this  table,  Pages  44-52,  that 
the  clerical  duties  such  as  "I.iake  Bank  Deposit,"  "Check 
Bills  and  Invoices,"  "Order  Supplies  for  Of lice,"  "Figure 
Pay  Rolls,"  "Send  Out  Collection  Letters,"  etc.,  are 
quite  predominant.     A  great  deal  of  the  time  of  these 
office  v/orkers  is  spent  in  doing  some  sort  of  clerical 
work  in  connection  with  keeping  records. 

The  bookkeeping  duties  v;hich  involve  the  bookkeeping 
cycle  processes,  such  as  "Kake  Journal  Entries,"  "Keep 
General  Ledger,"  "Take  Trial  Balance,"  etc.,  rank  pre- 
dominantly high  as  to  frequency  of  performance  and 
amount  of  time  spent  on  each  duty.     On  some  of  these 
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duties — "Make  Journal  Entries"  and  "Keep  General 
Ledger  "--the  daily  and  v;eekly  tir.e  spent  on  each  is 
high  because  they  are  performed  daily.     On  others,  such 
as  "Take  Trial  Balance,"  and  "Prepare  Balance  Sheet," 
the  daily  time  is  hir;h,  but  the  v/eeklj'-  time  is  not  be- 
cause these  duties  are  not  performed  daily.     They  are 
performed  b^'  some  once  a  month,  others  every  3  or  6 
months,  and  others  once  a  year. 

The  first  duty  from  the  "Type  from  Copy"  duties  to 
appear  on  the  Table  is  "T^/pe  Letters  from  Copy."     It  is 
ranked  as  31,  with  53  performing  the  duty.     The  next  one, 
ranlced  as  43,   is  "Type  Bills  and  Invoices,"  with  42  per- 
forming it.     Typing  froia  copy  does  not  rank  anywhere 
near  as  high  as  "Takinc^  Dictation"  and  "Transcribing 
from  Shorthand  Ilotes"  as  to  frequency  and  as  to  the 
amount  of  time  spent  on  each  duty. 

Use  of  the  dictaphone  is  quite  negligible  as  re- 
vealed by  this  study.     It  is  ranked  as  64  on  the  list, 
with  only  16  out  of  168  using  the  machine. 

Some  of  the  duties  selected  from  the  170  additional 
duties  given  by  the  employees  and  included  in  this  Table 
are:     "Llonthly  Reconciliation  of  Check  Book,"  with  13 
performing  the  duty;   "Operate  Adding  Llachlne";  "Take 
Inventory";   "Prepare  Monthly  Bills  from  Ledger";  "Type 
Profit  and  Loss  Statement";   "Type  Balance  Sheet." 
These  duties  were  included  in  this  table  because  they 
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appear  to  be  common  to  more  than  one  type  of  business, 
and  In  some  cases  because  of  their  frequency  of  per- 
formance. 

The  duties  tov/ard  the  end  of  Table  XIII,  Pages  44- 
52,  are  to  some  extent  those  which  pertain  to  certain 
types  of  businesses,  such  as  banks  and  probate  work,  and 
those  which  are  performed  by  very  few  people. 

Analysis  of  Duties  by  Employers 

The  check  lists  returned  by  78  out  of  the  116  em- 
ployers {67 fo)  were  tabulated  and  the  results  are  shown 
in  Table  XIV,  Pages  57-64. 

Findin/^3 

The  duties  ranked  highest  by  the  employers  are 
"Take  Dictation"  and  "Transcribe  from  Shorthand  Notes." 
Out  of  the  78  replies,  71  require  their  employees  to  be 
able  to  perform  these  duties,   62  claiming  they  should  be 
taught  in  school,  none  on  the  job,  and  9  in  school  and 
on  the  job. 

A  considerable  number,  62,  also  require  their  em- 
ployees to  be  able  to  figure  pay  rolls,  10  claiming  it 
should  be  taught  in  school,  27  on  the  job,  and  25  in 
school  and  on  the  job.     This  duty  is  ranked  third  by 
employers,  whereas  employees  ranlc  it  14th.     This  seems 
to  indicate  one  of  two  things:     (1)  although  employers 
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expect  their  office  v;orkers  to  be  able  to  perform  this 
duty,  office  workers  do  not  perform  it;  or  (2)  only  one 
of  the  office  force  has  charge  of  the  pay  rolls,  thus 
making  the  frequency  of  performance  by  employees  lower 
than  the  frequency  of  mention  by  employers. 

As  was  the  case  with  the  emplo^rees^  ranking  of  the 
duties,  the  clericp.l  duties  are  also  rather  predominant, 
in  the  high  ranking  duties  by  employers.     "Operate  Cal- 
culating llachine"  is  ranked  6th  by  employers.     They  did 
not  check  each  individual  process  under  "Operate  Cal- 
culating   Machine  J'  but  merely  checked  that  item  as  one 
of  the  duties  they  expected  their  office  v/orkers  to' 
be  able  to  do.     It  may  be  noted  that  the  employees 
ranked  "Adding"  sixth,  the  same  rank  given  by  emploj'ers 
to  "Operate  Calculating  Machine." 

The  bookkeeping  duties--"Make  Journal  Entries," 
"Keep  General  Ledger,"  "Take  Trial  Balance,"  etc.,  rank 
similar  to  the  employees'  Trequencj  of  performance  rank- 
ing.    Although  the  ranking  of  each  duty  by  each  group 
does  not  coincide  exactly,  all  the  duties  are  v;ithin  the 
rank  of  61        both  groups.     The  last  bookkeeping  duty, 
"Post  Salesmen's  Commissions,"  is  ranked  59.5  by  em- 
ployees and  61  by  employers. 

Although  the  employers    do  not  rank  "Compose  Letters 
for  Employer"  as  high  as  the  employees,   the  per  cent  of 


of  those  checking  it  in  both  cases  in  re.^-ard  to  im- 
portance is  very  high.     The  employers  rank  it  31,  with 
37  out  of  49  considering  it  important,  and  the  employees, 
8,  with  82  013 1  of  84  considering  it  important. 

"Filin;^''  is  ^:iven  a  rank  of  9  b^'  employers,  v.hile 
the     employees'  frequency  of  performance  ranking  places 
it  second.     The  per  cent  rankin?  the  duty  as  to  im- 
portance in  both  cases,  however,   is  high.     Of  the  em- 
ployers, 51  out  of  59  rank  it  as  being  important,  and 
of  the  em.ployees,  93  out  of  105. 

The  "Type  from  Copy"  and  "Type  from  Dictating 
I.^achine"  duties  are  ranked  quite  similar  in  both  cases. 
"Type  Letters  from  Copy"  is  ranked  27  by  the  51  em- 
ployers and  31  by  53  employees.     "T:/pe  Orders"  is  next 
by  37  employers--rank  of  42;  whereas  35  employees' 
rankings  place  "Type  Bills  and  Invoices"  next--rank  of 
43.     Employees'  rankings  (42)  place  "Type  Orders"  50, 
and  36  employers'  rankings  place  "Type  Bills  and  In- 
voices" 45.     "Type  from  Dictating  Machine"  is  ranked 
58  by  20  employers  and  64  by  16  employees.     There  is 
not  much  discrepancy  between  the  rankings  of  the  two 
groups . 

The  employers  added  only  24  nev;  duties   -they  ex- 
pected their  employees  to  be  able  to  perform.     Each  duty 
was  suggested  b^'"  only  one  employer,  with  the  exception 
of  one,   "Good  Penmanship,"  which  was  suggested  by  two. 
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Only  one  out  of  all  the  employers  who  made  returns  de- 
sired his  employees  to  be  able  to  interpret  bookkeeping 
records.    He  added  "Understand  V^y  Stock  Turnover  is 
Figured"  and  "Interpret  Statement  of  Expenses."  Although 
these  are  not  distinctly  office  duties,  they  were  thought 
to  be  of  considerable  importance  because  they  involve 
the  interpretive  side  of  record  keeping.    It  is  essen- 
tial to  be  able  to  interpret  bookkeeping  records  in  ad- 
dition to  making  them.     "Good  Penmanship"  also  is  not  a 
distinct  office  duty.     However,  it  is  important  for  an 
office  worker  who  does  any  amount  of  handwriting  to  be 
able  to  write  legibly.     The  predominance  of  clerical 
duties  among  office  workers  concerned  in  this  study 
must  call  for  a  considerable  amount  of  handwriting. 
Its  inclusion,  therefore,  in  this  table  is  Justifiable 
in  spite  of  its  infrequency  of  mention.     The  fourth 
duty  "Prepare  Invoices  from  Packing  Records"  was  added 
because  it  appeared  to  be  common  to  any  manufacturing 
business . 


4^ 


CHAPTER  VI 
SIGNIFICANT  DUTIES 


Decile  Rank-"Employee3 '  Judgments 

The  next  step  was  to  divide  the  duties  in  the  em- 
ployees* Master  Table,  Pages  44-52,  into  deciles.  This 
method  was  used  by  Charters  and  WhitleylS  and  by  Etta 
C.  Skene. ■'■^    The  total  number  of  duties  (109)  were 
divided  into  as  even  groups  of  ten  as  possible.  The 
highest  group  was  designated  as  decile  "1,"  the  ne:Kt 
as  "2,"  and  so  on  to  the  lowest  group  which  was  the 
tenth  decile.    Each  activity  found  in  the  first  group 
of  ten  was  assigned  the  figure  "1"  to  indicate  that 
it  belonged  to  the  first  10%  of  the  109  duties  per- 
formed by  the  office  workers.     The  niimber  "2"  was  as- 
signed to  each  activity  in  the  second  group  of  fre- 
quencies, and  so  on  down  through  the  tenth  group. 

The  significant  duties  as  shown  in  Table  XV, 
Pages  70-73,  were  selected  from  the  Master  Table, 
Pages  44-52,  based  on  the  following  considerations: 

15.  W.  W.  Charters  and  Isadore  B.  Whitley,  Analysis 
of  Secretarial  Duties  and  Traits .    Baltimore;  Williams 
and  Wilkins  Co.,  1924.     186  pp. 

16.  Etta  C.  Skene,  "Occupational  Analysis  As  A 
Basis  of  Bookkeeping  Curricula  of  Public  Secondary 
Schools."    Unpublished  Doctor's  Thesis.    Nev/  York,  New 
York:     New  York  University.    1934.     203  pp. 
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(1)  frequency  of  performance;  (2)  numlDer  and  per  cent 
of  employees  designating  the  duty  as  being  important; 
(3)  school.   Job,  and  school- job  votes  with  particular 
attention  to  school  and  school- job  votes,  as  this  table 
was  to  be  the  basis  for  selecting  those  activities  to  be 
taught  in  school;  and  (4)  the  average  time  spent  on  each 
duty.    The  Table  indicates  the  rank  and  decile  of  each 
duty,  the  per  cent  of  workers  who  consider  the  duty  im- 
portant and  unimportant  ,  the  per  cent  Judging  whether 
the  duty  should  be  learned  in  school,  on  the  Job,  or 
in  school  and  on  the  Job. 

The  average  time  columns  indicate  the  average 
minutes  per  day,  hours  per  week,  and  weeks  per  year 
one  office  worker  spent  on  each  of  the  duties  pre- 
sented in  the  Table.    The  figures  were  arrived  at  by 
dividing  the  time  given  in  Table  XIII,  Pages  44-52, 
by  the  number  of  employees  who  gave  the  time  (the 
number  being  different  for  each  duty). 

The  average  weeks  per  year  on  Table  XV,  Pages  70- 
73,  varies  because  some  of  the  employees  considered 
vacations  when  maiding  returns  and  gave  only  50  or  51 
weeks  per  year  as  the  time  spent  on  the  duties.  Others 
did  not  consider  vacations  and  gave  52  weeks  as  the 
time  spent  on  the  duties.    In  some  instances  the  niimber 
of  weeks  is  considerably  less  than  52.    This  is  due  to 
the  nature  of  the  duty.    For  example,  "Take  Trial  Balance, 
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TABLE  XV.    DECILE  RAIIK  OF  SIGNIFICAilT  DUTIES 
BASED  ON  EI  PLOYEES'  JUDS.'iKTTS 
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TABLE  XV.     (Continued)     DECILE  RAM  OF  SIGKIFICMT  DUTIES 
BASED  ON  Ei.TLOYEES'  JUDCMEl^ITS 
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TABLE  XV.     (Continued)     DECILE  RAI\T1  OF  SIGKIFICMT  a^TIES 

p^^crr,  o::  n;-°LOYEES'  JUDGi.^EllTS 
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6 

95 

5 

16 

37 

47 

55 

52 

50 
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6 

82 

18 

41 

41 

18 
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5 

37 

58 

63.5 

6 
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12 

25 

51 

44 

26 

46 

17 

63.5 
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0 

57 

12 

31 
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51 
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65 
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85 

15 
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77 

45 

>4 

12 
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7 

f 
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0 

71 

0 

29 

80 

7 

52 

66 

86.5 

KJ 

50 

50 

25 
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50 

Do 
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25 
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95.5 

Type  Profit  and  Loss 

9 
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0 

0 

0 
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4 

12 
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95.5 

Tjrpe  Balance  Sheet  .  . 

9 
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0 

0 

0 
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4 

12 
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95.5 

luake  Out  All  Invoices. 

9 
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0 

0 

0 

100 
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16 

42 
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102.5 

Keep  Cash  Received 

10 
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0 

0 

0 
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60 

— 
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TABLE  XV.     (Continued)     DECILE  RAi.K  OF  SIGKIFICAIIT  DUTIES 
BASED  Oil  EI.TLOYEES'  JUDC-L'EIITS 
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has  24  weeks  per  year  as  an  average.    This  is  due  to 
the  fact  that  some  employees  reported  taking  a  trial 
balance  every  week,  others  every  month,  others  every 
six  months,  and  others  once  a  year.    "Make  Ont  Social 
Security  or  Unemployment  Reports"  averages  only  11 
weeks  per  year  because  some  employees  reported  perform- 
ing the  duty  once  a  month  and  others  once  every  three 
months.     "Prepare  Income  Tax  Returns"  averages  only  one 
week  per  year,  as  these  reports  are  filled  out  only 
once  a  year . 

All  of  the  duties  of  the  first  decile  were  in- 
cluded in  the  table,  as  all  of  them  seemed  significant. 
"Answer  Telephone"  seemed  significant  because  (1)  of 
the  frequency  of  performance,   (2)  large  per  cent--81 — 
of  the  employees  considered  it  important,   (3)  the  amount 
of  time  spent  in  performing  this  particular  duty. 
"Compose  Letters  for  Employer"  was  thought  significant 
because  (1)  the  frequency  of  performance  was  high,  (2) 
large  per  cent — 98--considered  it  important,   (3)  36^ 
claimed  it  should  be  learned  in  school  and  45^  in  school 
and  on  the  job,   (4)  amount  of  time  spent  on  the  duty. 

Within  the  second  decile  were  some  bookkeeping 
duties--"Make  Journal  Entries,"  "Keep  General  Ledger," 
"Keep  Accounts  Receivable  Ledger,"  and  "Keep  Accounts 
Payable  Ledger."    These  were  thought  significant  be- 
cause of  (1)  frequency  of  performance,    (2)  almost 
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unanimous  voting  for  school  instruction,   (3)  the 
average  time  spent  on  each  duty  further  justified 
their  importance.    The  outstanding  clerical  duty  of 
this  decile  was  "Figure  Pay  Rolls."    It  was  outstanding 
because  of  its  (1)  frequency  of  performance,   (2)  school 
and  school- Job  votes,   (3)  average  time  spent  on  it. 

More  duties  from  the  fourth  decile  than  the  third 
decile  appear  on  the  Table.    This  is  due  to  the  fact 
that  the  duties  in  decile  four,  although  not  performed 
as  frequently  as  those  in  decile  three,  have  a  higher 
per  cent  of  employees  considering  them  important  and 
have  school  and  school- job  instruction  in  their  favor. 
In  the  third  decile  happen  to  fall  such  duties  as 
"Take  Mail  to  the  Post  Office"  and  "Make  Appointments 
and  Engagements."     These  were  not  included  in  this 
Table  of  significant  duties.  Pages  VQ-rVS,  because  of 
the  little  time  spent  on  each  and  because  job  learning 
was  recommended. 

Three  of  the  processes  performed  on  the  calculating 
machine  appear  in  the  fifth  and  sixth  deciles.  Ivlulti- 
plying  and  subtracting  come  within  the  fifth  decile, 
and  dividing  within  the  sixth  decile.    Adding  appeared 
in  the  first  decile. 

A  duty  taken  from  the  list  of  additional  duties 
supplied  by  the  employees  appears  in  decile  6 — "Monthly 
Reconciliation  of  Check  Book."    This  duty  was  put  in 
this  table  because  (1)  it  is  common  to  more  than  one 
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type  of  business,   (2)  instruction  for  school  and  school- 
job  is  favored,   (3)  its  personal  use  value  is  significant. 

Only  one  duty  appears  in  the  seventh  decile.  This 
duty,  "Operate  Adding  Machine,"  -was  not  on  the  original 
check  list  of  duties,  but  was  an  additional  duty  per- 
formed by  seven  employees.     It  was  considered  signi- 
ficant because  (1)  all  thought  it  was  important,  (2) 
school  and  school- job  instruction  was  favored,    (3)  the 
average  time  spent  on  the  duty  was  worthy  of  considera- 
tion, and  (4)  it  is  a  duty  that  is  common  to  more  than 
one  type  of  business. 

"Operate  Hectograph"  is  the  only  duty  from  the 
eighth  decile.     It  was  included  in  the  table  mainly  be- 
cause of  its  school  and  school- job  votes. 

A  few  duties  from  the  ninth  and  tenth  deciles  were 
selected,  not  because  of  frequency  of  performance,  but 
because  (1)  they  seemed  com^non  to  more  than  one  type  of 
business,   (2)  the  few  who  did  perform  these  duties  ad- 
vocated instruction  in  school  or  in  school  and  on  the 
job,  and  (3)  the  average  time  spent  on  each  duty  was 
deserving  of  consideration.     These  duties  included: 
"Type  Profit  and  Loss  Statement,"  "Type  Balance  Sheet," 
"Make  Out  All  Invoices,"  "Keep  Cash  Received  Book," 
"Keep  Cash  Paid  Out  Book,"  "Post  Cash  Received  and 
Cash  Paid  Out  Book,"  "Prepare  Invoices  from  Packing 
Slips,  Orders,"  "Keep  Cash  Book." 
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"Type  Profit  and  Loss  Statement"  and  "Type  Balance 
Sheet"  were  performed  by  three  employees,  each  from  a 
different  type  of  buslness--newspaper  publishing,  machine 
manufacturing,  and  paper  manufacturing.    All  considered 
the  duties  important,  and  all  advocated  school- job  in- 
struction.   The  average  time  spent  on  each  annually 
was  240  minutes  a  day  and  6  hours  a  week.  Similarly, 
"Keep  Cash  Received  Book"  and  "Keep  Cash  Paid  Out  Book" 
were  included  because  of  (1)  their  common  character, 
(2)  the  average  time  spent  on  each,   (3)  school- job 
votes. 

Decile  Rank--Employers '  Judgments 

The  duties  tabulated  on  the  employers'  Master  Table, 
Pages  5  7-64,  were  treated  in  the  same  manner  as  those  of 
the  employees.     The  employers*  table  contained  92  duties, 
as  there  were  only  4  additional  duties  suggested  by  the 
employers  that  were  thought  worthy  of  note.    The  duties 
were  divided  into  deciles  and  Table  XVI,  Pages  78-80, 
was  organized.    The  type  of  information  shown  on  this 
table  regarding  each  duty  is  similar  to  that  shown  in 
the  tabulation  of  the  significant  duties  based  on  the 
employees'   judgments  on  Pages  70-73. 

Only  9  of  the  10  duties  grouped  in  decile  "1"  were 
transferred  to  this  table  of  significant  duties.  The 
omission  was  "Hear  Complaints  in  Office  and  Over  Tele- 
phone."    This  duty,  although  required  by  many  employers 
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TABLE  XVI.    DECILE  RMW.  OF  SIGITIFIC/J'IT  DUTIES 
BASED  OT"  e:tloy:^?.S'  jrDG?:^'^TS 
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TABLE  XVI.     (Continued)     DECILE  RAM  OF  SIGNIFICANT  DUTIES 
BASED  on  Et.TLOYERS'  JUDGJ.IENTS 
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TABLE  XVI.     (Continued)     DECILE  RAIIK  OF  SIGNIFICMT  DUTIES 
BASED  Oil  EMPLOYERS'  JUDGI.TEITTS 
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(59  out  of  78)  of  their  employees,  did  not  rank  very 
high  as  to  per  cent  of  employers  who  thought  it  should 
be  taught  in  school  (15/0  • 

"Type  Iilinutes  of  Meetings"  and  "Type  Articles  and 
Manuscripts"  appear  on  the  employers*  table.  Although 

they  ranlted  within  the  sixth  and  seventh  deciles 
respectively  by  both  groups,  they  were  omitted  from  the 
employees'  table  because  (1)  so  fev/  performed  the  duty, 
(2)  job  instruction  was  favored,  and  (3)  the  anount  of 
time  spent  on  each  was  negligible.    They  were  included 
in  the  employers'  table  because  school  and  school- job 
instruction  was  highly  favored. 

The  remainder  of  the  duties  are  ranked  somewhat 
similar  by  both  groups  with  the  exception  of  the  new 
duties  suggested  by  employees  and  employers.    The  four 
new  duties  recommended  by  employers  were  included  in 
this  table  because  of  their  significance  as  discussed 
on  Page  67. 

Conclusions 

1,  The  duties  are  ranked  quite  similar  by  both  employers 
and  employees  when  they  are  considered  as  to  decile 
groupings.    There  is  no  great  disagreement  in  the 
tabulation  of  the  duties.    Most  of  the  duties  per- 
formed by  employees  rank  within  one  decile  of  those 
requested  by  employers.     The  duties  that  rank  more 
than  one  decile  apart  are; 
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a.  "Make  Out  Social  Security  and  Unemployment 

Reports" 

Third  decile  by  employees 
First  decile  by  employers 

b.  "Prepare  Pay  Roll  Report" 

Fourth  decile  by  employees 
Second  decile  by  employers 

c.  "Compose  letters  for  Employer" 

First  decile  by  employees 
Fourth  decile  by  employers 

d.  "Wait  on  Customers" 

First  decile  by  employees 
Fourth  decile  by  employers 

e.  "Type  Minutes  of  Meetings" 

Does  not  appear  on  employees'  table 
Sixth  decile  by  employers 

f.  "Type  Articles,  Manuscripts" 

Does  not  appear  on  employees'  table 
Seventh  decile  by  employers 

These  duties  represent  a  wealth  of  instruction 

material  for  teachers  of  coriimercial  pupils  in  small 

communities.     The  high  school  commercial  subjects 

should  be  taught  from  a  vocational  point  of  view  so 

that  graduates  may  be  prepared  to  take  office  jobs 

and  to  succeed  in  their  work. 

From  these  duties,  many  activities  can  be  selected 
to  be  Included  in  the  different  high  school  commer- 
cial courses  of  study,  some  of  which  need  to  be 
taught  on  the  mastery  level  and  others  on  the  ac- 
quaintanceship level  of  instruction. 


CHAPTER  VII 

OFFICE  DUTIES  THAT  SHOULD  BE  TAUGHT  IK  SCHOOL 

Percentages  of  School- Job  Judgments 

The  next  step  was  to  consider  the  school,   job,  and 
school- job  judgments  of  the  employees  and  employers.  The 
employees  and  employers  were  asked  to  check  each  duty 
they  performed  or  required  their  employees  to  be  able  to 
perform  as  to  v/hether  they  thought  the  duty  should  be 
taught  in  school,  learned  on  the  job,  or  learned  in 
school  and  on  the  job.     It  may  be  that  some  of  these 
judgments  nay  not  have  been  made  as  accurately  as  they 
might  have  been  if  each  individual  had  been  interviev/ed 
personally.     However,  it  is  safe  to  assume  that  a  good 
per  cent  of  those  v/ho  did  return  correctly  filled  out 
forms  did  give  the  matter  some  consideration. 

The  duties  selected  to  be  taught  in  school  were 
taken  from  Tables  XV  and  XVI,  Pages  70-73  and  78-80, 
which  gave  the  decile  rank  of  significant  duties  by 
employees  and  employers  respectively.    For  each  of  the 
56  duties  in  the  employees'  table  and  the  49  duties  in 
the  employers'  table,  the  Job-School  ratio  was  v;orked 
out.     The  following  tables.  Tables  XVII  and  XVIII, 
Pages  85-90,  present  the  duties  that  should  be  taught 
in  school. 
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The  rank  of  each  duty  as  previously  shown  in 
Tables  XIII  and  XIV,  Pages  44-52  and  57-64,  is  repeated 
in  Tables  XTII  and  XVIII.     In  the  column  headed  "fre- 
quency" is  given  the  frequency  of  performance  in  the 
employees*  table  and  the  frequency  of  mention  in  the 
employers'  table.    In  the  column  headed  "decile"  is 
given  the  decile  ranking  of  each  duty,  shovm  previously 
in  Tables  XV  and  XVI,  Pages  70-73  and  78-80.     In  the 
column  headed  "school"  is  given  the  number  of  votes  in 
favor  of  learning  the  duty  in  school.    In  the  column 
headed  "job"  is  given  the  number  of  votes  in  favor  of 
learning  the  duty  on  the  job.    In  the  column  headed 
"school- job"  is  given  the  number  of  votes  in  favor  of 

learning  the  duty  in  school  and  on  the  job.    In  the 

"  S+SJ  " 

coliamn  indicated  by    oj, t-i.q  t  '         given  the  percentage 
that  the  number  of  school  plus  school- job  mentions  is 
of  the  total  mentions.     In '.the  column  headed  "Instruc- 
tion Level"  is  given  whether  the  activity  should  be 
taught  on  a  mastery  or  acquaintanceship  level.  Mastery 
is  indicated  by  an  "M"  in  this  column  and  acquaintance- 
ship by  an  "A."    The  duties  in  the  table  are  presented 
according  to  the  classification  of  duties  on  the  check 
lists.  Schedules  B  and  C,  Pages  192-196  and  197-199, 
that  were  mailed  to  the  employees  and  employers.  This 
would  enable  the  reader  to  see  at  a  glance  what  group 
of  activities  is  predominant. 
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TABLE  XVII.    DUTIES  THAT  SHOULD  BE  TAUGHT  IN  SCHOOL 
BASED  OH  E.PTiDYEES'  JUDC?/:ErTTS 
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TABLE  r/II.     (Continued)     DUTIES  THAT  SHOULD  BE  TAUGHT  IN  SCHOOL 

3ASED  O'lT  E.:PL0YEES'  JUDGMENTS 
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TABLE  XVII.     (Continued)     DUTIES  THAT  SHOULD  BE  TAUGHT  IK  SCHOOL 

BASED  C!T  H.IPLOYEES'  JUDGlvIElITS 
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TABLE  XVIII.    DUTIES  TH/iT  SHOULD  BE  TAUGHT  IN  SCHOOL 
BASED  OIT  F7:^L0YERS'  JTJDGI'!ETTS 
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TABLE  X\^III .     (Continued)     DUTIES  TEAT  SHOULD  BE  TAUGHT  IN  SCHOOL 

BASED  0"  EITTjOYERS'  JUDGI'.IEl'TS 
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TABLE  X^/III.     (Continued)     DUTIES  TIi/.T  SHOULD  BE  TAUGHT  IN  SCHOOL 
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Selection  of  Activities  to  be  Tauf^ht  in  School 

Decision  had  to  be  made  from  the  tables  of  signi- 
ficant duties.  Pages  70-73  and  78-80,  as  to  which  of 
these  activities  should  be  taught  in  school.     The  fol- 
lowing points  were  taken  into  consideration  in  selecting 
these  activities:     (1)  decile  ranking  of  the  duties; 
(2)  frequency  of  performance  or  mention;  (3)  number  of 
votes  advocating  teaching  the  duties  in  school  and 
school- job;   (4)  per  cent  in  favor  of  learning  activity 
in  school  and  school- job.     The  selection  of  each  duty 
did  not  require  it  to  rank  high  in  all  of  these  cases. 
For  exar.iple,  "Answer  Telephone"  was  included  as  an 
activity  to  be  learned  in  school  even  though  only  41% 
of  the  employees  and  23^  of  the  employers  favored 
learning  the  activity  in  school.     It  was  included  be- 
6ause  of  its  (1)  decile  rank  and  (2)  because  of  its 
frequency  of  performance  by  the  majority  of  office 
workers.    On  the  other  hand,  "Type  from  Dictating 
Machine"  found  in  the  sixth  and  seventh  deciles  was 
excluded  from  the  activities  to  be  learned  in  school 
even  though  57%  of  the  employees  and  80^  of  the  em- 
ployers advocated  learning  the  activity  in  school. 
The  reasons  for  this  decision  are  that  it  is  confined 
to  only  a  few  of  the  businesses  surveyed  and  that  only 
16  out  of  the  168  employees  performed  the  activity. 
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Mastery  and  Acquaintanceship  Levels  of  Instruction 

Activities  to  be  taught  on  the  mastery  and  ac- 
quaintanceship levels  had  to  be  selected.     Teaching  an 
activity  on  a  mastery  level  means  that  the  pupil  will 
have  acquired  a  piece  of  learning  and  has  mastered  it 
completely  through  constant  practice  and  study,  making 
many  different  applications  and  uses  of  the  activity 
as  possible.     Teaching  an  activity  on  an  acquaintance- 
ship level  means  more  or  less  the  giving  of  a  point  of 
view--acqualntlng  the  pupils  with  an  activity  so  that 
if  they  ever  meet  it,  they  will  not  be  at  a  loss  to 
know  what  it  is  or  what  to  begin  to  do.    For  example, 
"Make  Journal  Entries"  would  have  to  be  taught  on  the 
mastery  level  because  there  are  so  many  different 
problems  involved  in  journalizing  and  the  pupils  should 
become  more  or  less  proficient  in  dealing  v:ith  them  and 
to  be  able  to  apply  these  principles  to  new  situations. 
"Make  Out  Social  Security  and  Unemployment  Reports," 
on  the  other  hand,  would  be  taught  on  an  acquaintance- 
ship level,  as  these  reports  are  more  or  less  stand- 
ardized with  directions  usually  attached.     It  would  be 
necessary,  therefore,  to  merely  acquaint  the  pupils  with 
these  forms.    They  would,  then,  recognize  them  if  they 
should  ever  have  to  fill  then  out. 

Determination  as  to  which  activities  should  be 
taught  on  the  mastery  level  was  based  on  (1)  frequency 
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of  performance  and  mention,   (2)  decile  rank,  (3) 
niunber  of  votes  favoring  "school"  instruction,  (4) 
nature  of  activity — difficult  or  easy.    The  selection 
of  those  activities  to  be  taught  on  the  acquaintance- 
ship level  was  based  on  (1)  frequency  of  performance 
or  mention,   (2)  decile  rank,   (3)  number  of  votes  in 
favor  of  "school- job"  instruction;  (4)  nature  of  acti- 
vity— difficult  or  easy. 

Again,  the  duty  did  not  have  to  qualify  in  every 
instance  to  be  taught  on  the  mastery  level  or  acquaint- 
anceship level.    If  a  duty  ranked  high  in  frequency  of 
performance  or  mention  and  was  a  duty  that  would  involve 
the  application  of  different  or  new  principles,  it  was 
recommended  to  be  taught  on  the  mastery  level  even  though 
more  votes  were  given  for  "school-job"  instruction  than 
"school"  instruction.     "Keep  Accounts  Receivable  Ledger" 
and  "Prepare  Balance  Sheet"  are  examples  of  this  reasoning. 
If  a  duty  did  not  rank  high  in  frequency  of  performance 
or  mention  and  was  not  a  difficult  duty,  it  was  recom- 
mended to  be  learned  on  the  acquaintanceship  level  even 
though  "school"  votes  exceeded  "school- job"  votes. 
"Make  Out  Receipts"  and  "Cut  Stencils"  illustrate  this 
reasoning • 


S9 
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Combined  Judgments  of  Employees  and  Employers 

The  activities  to  be  taught  In  school  as  judged  by 
employees  and  employers  were  combined  into  one  table. 
The  duties  were  selected  from  Tables  XVII  and  XVIII, 
Pages  85-90,  and  the  combined  judgments  are  shown  in 
Table  XIX,  Pages  95-96.    The  duties  are  presented  ac- 
cording to  the  original  check  list  classification  and 
are  listed  in  the  same  order  as  they  appeared  under 
each  classification.     They  are  not  listed  according  to 
frequency  of  mention  or  performance,  as  there  was  a 
little  discrepancy  in  the  ranking  of  the  duties  by  the 
employees  and  employers.     It  was,  therefore,  difficult 
to  decide  which  duty  to  place  first.    Furthermore,  the 
rank  is  not  essential  in  this  table  as  it  presents  a 
summary  of  all  that  has  been  presented  in  previous 
tables.     It  is  to  be  used  as  a  basis  for  curriculum 
and  course  of  study  revision,  thus  making  it  necessary 
to  present  the  activities  only  under  their  general 
classifications.     In  this  way  it  can  readily  be  seen 
which  general  type  of  instruction  is  essential  and  the 
individual  activities  that  should  be  taught  in  school, 
either  on  the  mastery  or  acquaintanceship  level  of 
instruction. 

Conclusions  and  Recommendations 

1.  All  of  the  duties  on  the  original  check  list  that 
appeared  under  "Keep  Books  and  Ledgers"  are  included 
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as  activities  that  should  be  taught  in  school  with 
the  exception  of  "Post  Salesmen's  Commissions," 
Even  though  votes  of  both  groups  were  in  favor  of 
school  and  school-job  instruction,  it  v/as  not  classi- 
fied as  an  activity  to  be  taught  in  school  because 
it  was  performed  by  a  negligible  number  of  employees 
(19  out  of  168)  and  was  mentioned  by  only  16  out  of 
78  employers.    All  of  these  duties  should  be  taught 
on  the  mastery  level, 

"Filing"  and  the  "Stenographic  Duties"  are  included 
because  of  their  high  degree  of  frequency  and  mention 
and  because  of  a  unanimity  of  votes  for  school  in- 
struction.    "Compose  Letters  for  Employers"  should 
be  taught  on  an  acquaintanceship  level.     The  graduate 
may  be  placed  in  almost  any  type  of  business,  and  so 
long  as  he  is  made  acquainted  in  school  with  the 
essential  rudiments  of  letter  writing,  he  ought  to 
be  able  to  adapt  himself  to  any  employer. 
A  number  of  the  clerical  duties  need  to  be  taught  on 
the  acquaintanceship  level  only.     "Answer  Telephone" 
is  included  as  an  activity  to  be  learned  on  the  ac- 
quaintanceship level  because  of  its  high  frequency 
of  performance.     Pupils  in  high  school  should  be 
made  acquainted  with  correct  telephone  manners. 
"Figure  Pay  Rolls"  was  included  to  be  taught  on 
the  acquaintanceship  level  because  of  its  frequency 
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of  performance  and  because  "school- job"  instruction 
was  favored.    The  clerical  duties  that  should  be 
taught  on  the  mastery  level  are  "Operate  Calculating 
Machine,"  "Make  Bank  Deposit,"  and  "Good  Penmanship," 
which  was  emphatically  recommended  by  two  employers. 
Under  the  **rype  from  Copy"  duties  only  one  should  be 
taught  on  the  mastery  level--"Type  Letters."  The 
other  duties  appearing  under  this  heading  are  (1) 
performed  infrequently,   (2)  the  votes  for  instruc- 
tion tend  to  favor  school- job  instruction,  or  (3) 
the  duties  are  of  such  a  nature  that  an  individual 
could  easily  adapt  himself  to  performing  them  with 
a  minimum  amount  of  instruction  in  school  and  further 
training  on  the  job. 

Two  other  duties  should  be  taught  on  the  mastery  level 
"Fold  Letters  and  insert  in  Envelopes"  and  "Address 
Envelopes,  Packing  Slips."    High  frequency  of  per- 
formance and  a  majority  of  votes  for  school  instruc- 
tion placed  "Address  Envelopes,  Packing  Slips"  under 
this  classification.     Employers  favored  school  in- 
struction for  "Fold  Letters  and  Insert  in  Envelopes," 
while  employees  favored  school-job  instruction.  It 
was  recommended  for  instruction  on  the  mastery  level 
because  of  its  high  frequency  of  performance  and 
mention. 
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6.  Although  "Y/aiting  on  Customers"  has  a  majority  of 
votes  for  learning  on  the  job,  it  was  included  in 
the  activities  to  be  taught  in  school  because  of 
(1)  its  high  frequency  and  (2)  it  is  such  a  complex 
and  subtle  duty  that  careful  consideration  should 
be  given  it  in  school, 

7.  The  two  duties  on  the  employers'  table,  "Understand 
V/hy  Stock  Turnover  is  Figured"  and  "Interpret  State- 
ment of  Expenses,"  were  included  in  spite  of  the  low 
frequency  of  mention.    The  reasons  for  this  are  (1) 
their  significance  in  interpreting  bookkeeping 
records,   (2)  the  possible  need  for  this  type  of 
trfiiining  in  this  day  of  an  income  tax  paying  popu- 
lation,  (3)  partially  fulfilling  the  modern  denand 
for  consumer  training  of  young  people. 

8.  All  of  the  bookkeeping  processes,  from  journalizing 
to  closing  the  books,  should  be  taught  on  the  mastery 
level  in  the  high  schools  of  small  communities. 

Some  consideration  should  be  given  to  not  only  making 
records  but  interpreting  them  as  well. 

9.  Employers  and  employees  depend  on  the  high  school 
to  prepare  office  workers  for  taking  dictation  and 
transcribing  from  shorthand  notes .    The  high  school 
should  prepare  its  commercial  graduates  to  be  profi- 
cient in  taking  dictation  and  in  transcription. 
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10.  The  clerical  duties  that  these  office  workers  are 
called  upon  to  perform  should  be  included  in  the 
high  school  cormnercial  courses  of  study.    Some  of 
these  activities  can  be  included  in  the  bookkeeping 
instruction,  and  others  in  an  office  practice  or 
clerical  practice  course. 

11.  Type  from  copy  is  not  such  an  important  duty  as  the 
stenographic  duties.     Overemphasis  should  not  be 
placed  on  it  in  the  pupils*  high  school  training. 

12.  Instruction  should  be  £;iven  in  "Operating  the  Cal- 
culating Machine."     Sixty  out  of  78  employers  re- 
quire their  office  workers  to  be  able  to  operate  the 
machine,  and  90  out  of  168  employees  use  the  machine. 
The  process  for  which  the  machine  is  used  most  is 
adding.    Therefore,  high  school  pupils  should  learn 
to  operate  the  machine,  with  emphasis  on  manipulating 
the  machine  for  adding  purposes,  and  v/ith  less  empliasis 
on  operating  it  for  multiplying,  subtracting,  and 
dividing . 

13.  The  instruction  of  high  school  commercial  pupils 
should  include  training  in  meeting  and  handling 
people — the  proper  approach,  giving  of  information, 
acting  in  place  of  employer,  etc. 

14.  Those  duties  requested  by  employers  but  not  ranked 
very  high  for  school  instruction  by  employees  indi- 
cate a  need  for  office  workers  to  be  able  to  per- 
form these  duties.    Therefore,  the  school  should 
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not  overlook  them  but  should  give  some  preparation 
for  them  either  on  the  mastery  level  or  acquaintance- 
ship  level  as  indicated  in  Table  XIX,  Pages  95-96, 
which  gives  the  combined  judgments  of  both  groups. 
"Check  Bills  and  Invoices"  and  "Record  Invoices" 
are  two  duties  which  come  under  this  reasoning. 

15.  Office  workers  in  small  commimities  are  called  upon 
to  do  many  varied  office  duties  and  it  is  the 
responsibility  of  the  high  schools  in  these  communi- 
ties to  prepare  their  commercial  graduates  to  be 
worthy  applicants  for  the  jobs  in  the  communities, 

16.  Guidance  counselors  may  use  the  analysis  of  duties  as 
a  basis  for  determining  the  pupils  who  should  take 
specialized  commercial  education  courses.     The  apti- 
tudes, interests,  and  abilities  of  pupils  to  perform 
the  varied  activities  as  determined  by  this  study 
should  determine  the  eligibility  of  pupils  to  enter 
vocational  training. 

17.  This  analysis  of  duties  will  be  of  benefit  to  curri- 
culum makers  of  high  schools  in  communities  such  as 
those  surveyed  in  this  research.     It  will  enable  them 
to  determine  the  commercial  curriculum  content  for 
these  high  schools. 

18.  Prospective  office  workers  may  consult  the  study  to 
see  what  employers  expect  of  their  employees  and  to 
analyze  their  own  ability  to  perform  such  activities. 
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CHAPTER  VIII 
DUTIES  TO  BE  LEARNED  ON  THE  JOB 


Percentage  of  Job-School  Judgments 

The  duties  to  be  learned  on  the  job  were  then  con- 
sidered.    The  duties  to  be  taught  in  school  were  taken 
from  Tables  XV  and  XVI,  Pages  70-73  and  78-80,  which 
gave  the  decile  ranking  of  significant  duties  by  em- 
ployees and  employers.     The  activities  to  be  learned  on 
the  job  based  on  employees'  and  employers'  judgments 
comprise  (1)  those  activities  in  Tables  XIII  and  XIV, 
Pages  44-52  and  57-64,  which  were  not  included  in  the 
significant  duties;  and  (2)  those  activities  in  Tables 
XV  and  XVI,  Pages  70-73  and  78-80,  that  were  not  se- 
lected to  be  taught  in  school. 

For  each  of  the  duties  to  be  learned  on  the  job, 
the  ratio  of  job  mentions  to  totsuL  mentions  was  worked 
out.     Tables  XX  and  XXI,  Pages  104-112,  were  constructed. 
The  rank  of  each  duty  is  given  in  the  column  headed 
"Rank."     In  the  "Frequency"  column  in  the  employees' 
table  is  given  the  frequency  of  performance  of  each  duty 
and  in  the  employers'  table,  the  frequency  of  mention. 
In  the  "Decile"  column  is  given  the  decile  ranking  of 
each  activity.     In  the  column  headed  "School  is  given 
the  number  of  votes  advocating  learning  the  activity 
in  school.     In  the  colmmi  headed  "Job"  is  given 
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the  number  of  votes  in  favor  of  learning  the  activity 

on  the  job.    In  the  column  headed  "School- Job"  is  given 

the  number  of  votes  in  favor  of  learning  the  activity  in 

school  and  on  the  job.    In  the  column  indicated  by 
«     J  tl 

"s4-j4-SJ  given  the  percentage  that  the  number  of 

job  mentions  is  of  the  total  mentions.    The  duties  on 
this  table  are  presented  according  to  the  original 
classification  of  the  duties  on  the  check  lists. 
Schedules  B  and  C,  Pages  192-196  and  197-199. 

Selection  of  Activities  to  Be  Learned  on  the  Job 

In  selecting  the  duties  to  be  learned  on  the  job, 
the  following  points  were  taken  into  consideration: 
(1)  decile  rank  of  each  duty;   (2)  frequency,  or  infre- 
quency,  of  performance  and  mention;   (3)  number  of  votes 
advocating  learning  the  activity  on  the  job;  (4)  per 
cent  in  favor  of  learning  the  activity  on  the  job. 
Some  of  the  duties  ranking  high  in  performance  and 
others  ranking  low  in  performance  were  included  in 
this  table.    Some  duties  receiving  votes  in  favor  of 
being  learned  in  school  and  others  in  favor  of  being 
learned  on  the  job  were  included.    For  example,  "Order 
Supplies  for  the  Office"  ranks  in  the  first  decile  and 
was  included  in  this  table  because  the  votes  were  in 
favor  of  learning  the  duty  on  the  job  (by  both  employees 
and  employers).    On  the  other  hand,  "Type  from  Dictating 
Machine"  ranks  in  the  seventh  decile  with  votes  in  favor 


104 


TABLE  XX.    DUTIES  TIIAT  CM  BE  LEAKTED  ON  TEE  JOB 

"":_SFD  C"  ^'PLOYEES'  JlTDC-:'2"  TS 
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43 

95.5 
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47 
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TABLE  XX.     (Continued)     DUTIES  THAT  CM  BE  LEAEi'IED  ON  THE  JOB 
BASED  ON  aiPLOYEES'  JUDS-IENTS 
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TABLE  XX.     (Continued)     DUTIES  THAT  CAIj  BE  LEARITED  Oil  THE  JOB 
BASED  Oi:  ELIPLOYEES'  JUDSIENTS 
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TABLE  XX.     (Continued)     DUTIES  THAT  CAK  BE  LEAEIIED  ON  THE  JOB 
BASED  Oil  E.PLOYEES'  JUDGIIEIITS 
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Duties  Peculiar  to  Banking 
Concerns: 

67 

Post  Checks  and  Deposits.  .  . 

8 

7 

0 

7 

1 

88 

73.5 

Arrange  and  Post  Checks  from 

6 

7 

0 

5 

1 

83 

73.5 

Prepare  Statements  of  Check- 

6 

7 

0 

6 

0 

100 

73.5 

Figure  Interest  on  Savings 

6 

7 

1 

5 

0 

I 

33 

73.5 

Prepare  Club  Cards  for  Fol- 

6 

7 

1 

5 

0 

i 

33 

78.5 

Figure  Service  Charges  on 

8 

0 

4 

1 

80 

78.5 

5 

8 

1 

4 

0 

80 

86.5 

Arrange  Checks  for  Clearing 

4 

8 

0 

3 

1 

75 

86.5 

Post  Service  Charges  on 

1  * 

I 

8 

1 

3 

0 
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TABLE  XX.     (Continued)     DUTIES  THAT  CM  BE  LEARIIED  ON  THE  JOB 
BASED  OK  ELPKiYEES'  JUDGJ^-EUTS 


Hank  | 

1 

EUTIES 

Frequency  | 

Decile 

School  1 

43 

o 

School-Job 

-3 

CO 

4- 

co 

86.5 

Draw  Club  Cards  for  Posting  • 

4 

9 

0 

4 

0 

100 

86.5 

Post  Ledger  Cards  of  Clubs,  . 

4 

9 

0 

4 

0 

100 

95.5 

Write  Daily  Statement  .... 

3 

- 

9 

0 

•3 

0 

100 

1 

1 
1 

s 
1 

1 

i 

 1 

1 

1  

L 

I 


I 


t 

I 


I 
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TABLE  XXI.    DUTIES  TEAT  CAIT  BE  LEArdTED  Oil  THE  JOB 
BASED  ON  EI.IPLOYERS'  JUDCMEUTS 


Rank  | 

1 

: 

DUTIES 

Frequency 

Decile 

School  i 

Job  1 

School- Job 

•-3 

S  +  J  +  SJ  1 

Keep  Books  and  Ledgers: 

61 

Post  Salesmen' s  Corarrdssions 

• 

16 

7 

6 

1 

9 

6 

Stenographic  Duties: 

58 

Type  from  Dictating  Machine 

• 

40 

7 

16 

2 

9 

10 

64 

Shave  Dictaphone  Records.  . 

• 

9 

7 

7 

2 

0 

22 

Clerical  Duties: 

15.5 

Order  Supplies  for  office  . 

• 

56 

2 

6 

37 

13 

66 

20.5 

Make  List  of  Employees'  T.^ages, 

Copy  of  His  Report  .  .  . 

• 

54 

3 

13 

25 

16 

46 

37.5 

Check  Credits  on  Customers. 

• 

45 

4 

8 

24 

13 

53 

37.5 

45 

4 

7 

20 

18 

44 

4.1 

4.1 

5 

q 

cc 

xu 

54 

48 

34 

6 

5 

20 

9 

59 

49 

Cash  Koney  Drawer  and  Clear 

32 

6 

5 

16 

11 

50 

iJ'x 

25 

p. 

A 

T  4 

7 

56 

55 

I.Iake  Out  Separation  Hotices 

• 

22 

6 

1 

13 

8 

59 

56.5 

Assemble  Orders  and  Attach 

21 

6 

4 

9 

8 

43 

60 

Look  Up  Dates  for  Shipping 

'  7 
1 

17 

2 

11 

4 

65 

62.5 

Receive  and  Record  Cash  of 

I 

Delivery  Truck  Drivers  . 

• 

14 

!  ^ 

1 

9 

4 

64 

62.5 

Operate  Addressogra.ph  .  .  . 

• 

7 

6 

5 

3 

43 

--1  

U 

1 


i 
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TABLE  XXI.     (Continued)     DUTIES  THAT  CAl^I  BE  LEAKTED  ON  THE  JOB 
BASED  ON  ELIPLOYERS'  JUDGiG^ITS 


1 

1 

Decile  { 
• 

-  ► 

1 

.o 

o 

7 

•-3 

CO 

4- 

1 

DUTIES 

•equer 

Jchoo] 

Job 

;hool' 

CO 

n 

Ui 

CO 

65.5 

Assemble  Case  Records  .... 

Q 

o 

7 

4: 

o 
c 

o 
c 

2 

5 

65.5 

Assemble  Slips  Recording  Mer- 
chandise Sent  Out  on 

8 

8 

1 

7 

0 

88 

68.5 

Look  Up  Records  of  Different 

7 

o 

0 

4 

5 

7 

77.5 

Credit  Checks  Received  for 

Settling  Estates   

4 

8 

1 

1 

2 

25 

84.5 

3 

9 

0 

3 

0 

100 

89.5 

Record  Probate  Records  for 

1 

10 

0 

1 

0 

100 

89  ,5 

Prepare  Invoices  from  Packing 

1 

10 

0 

1 

0 

100 

Type  from  Copy: 

68.5 

7 

8 

3 

2 

2 

29 

68.5 

7 

8 

2 

1 

1 

14 

70 

6 

8 

2 

2 

2 

35 

f  1 

Court  Order  on  Estate  .... 

5 

8 

2 

3 

0 

60 

89.5 

Receiving  Report  on  Car  of 

1 

10 

0 

1 

0 

100 

Operate  Duplicating  Machines: 

59 

18 

7 

: 

11 

4 

3 

22 

Mailing  Duties: 

f 
1 

27.5 

Take  Mail  to  Post  Office.  .  . 

51 

'  3 

6 

1 

41 

4 

80 

39.5 

Get  Mail  at  Post  Office  .  .  . 

43 

1 

5 

3 

58 

2 

j  88 

t 
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TABLE  XXI .     (Continued)     DUTIES  THAT  CAI'  BE  LEARI^ED  ON  THE  JOB 
BASED  OIT  EI\1PL0YERS»  JUDGJviEWTS 


Rank-  | 

! 

IXJTIES 

Frequency 

Decile 

School  1 

x> 
o 

School-Job  1 

CO 

•+ 

co 

Meeting  and  Handling  People: 

8.5 

and  Over  Telephone  .... 

59 

1 

9 

30 

20 

51 

12.5 

Makfi  FiUP'ap'erient  R  and  ADDoint— 

58 

E 

13 

27 

18 

47 

14 

jieep  imp loyer  ii©Tn.mu.eu  o i 

C^^^cD                   ww«        •       •       •       •       •       «  • 

0  / 

o 

c 

30 

10 

52 

86 

Consultation  in  Regard  to 

SflttlTTiP"  Estfttes  ..... 

iU 

U 

2 

r\ 
U 

100 

Duties  Peculiar  to  Banking 

Concerns: 

77.5 

Arrange  Checks  for  Clearing 

4 

8 

0 

4 

0 

100 

77.5 

Post  Service  Charges  on 

4 

8 

0 

4 

0 

100 

^7.5 

Post  Checks  and  Deposits.  .  • 

4 

9 

0 

3 

1 

75 

11. b 

PrfinftTfi  StpteTients  of  nVtecl'-— 

4 

o 

\j 

3 

T 

X 

75 

11. b 

Figure  Interest  on  Savings 

4 

9 

0 

X 

3 

2 

5 

77.5 

4 

9 

0 

4 

0 

100 

77.5 

Dravr  Club  Cards  for  Posting  . 

9 

0 

3 

1 

75 

77.5 

Daxance  ojluu  oasn  «•••.. 

4 

9 

0 

■z 

o 

1 

7 

5 

77.5 

Post  Ledger  Cards  of  Clubs.  . 

4  1  9 

0 

4 

0 

100 

77.5 

Figure  Service  Charges  on 

» 

( 

1 

.   ~  1 

^1 

r 

0 

4 

0 

100 

i — 
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TABLE  XXI .     (Continued)     DUTIES  THAT  CAIC  EE  LEiLRlJED  ON  TEE  JOB 
EASED  Oil  nTlDYERS'  JTJDGi:F.'TS 


OJTIES 


cr 

(D 


•H 

o 

a 


o 
o 
X! 
o 

CO 


o 


77.5 
84.5 


Write  Daily  Statement 


•      •     •  • 


Arrange  and  Post  Checks  for 
Clearing  House   


10 


1 
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of  learning  the  activity  in  school.    It  was  included 
in  this  table,  however,  because  of  the  infrequency  of 
mention  and  performance,  and  because  it  v/as  confined 
to  use  In  only  a  few  of  the  businesses  surveyed.  Again 
"Type  Medical  Records,"  which  ranks  in  the  sixth  decile 
received  votes  in  favor  of  being  learned  in  school,  but 
was  included  in  this  table  because  of  its  infrequency 
of  performance  and  mention,  and  because  it  is  a  duty 
pertaining  to  only  a  few  types  of  businesses. 

Conclusions 

1.  The  duties  to  be  learned  on  the  job  comprise  those 
duties  that  pertain  to  a  large  extent  to  individual 
types  of  businesses. 

2.  In  spite  of  the  fact  that  most  of  these  duties  can 
be  learned  on  the  job,  there  are  a  few  for  which  in- 
struction on  the  acquaintanceship  level  might  be 
given  in  school.    They  were  included  in  these  tables 
instead  because  of  the  ease  v/ith  which  they  can  be 
performed.     "Check  Bills  and  Invoices,"  and  "Record 
Invoices"  belong  to  this  class.    The  majority  of 
single  votes  by  employees  advocate  job  learning. 
Employers,  however,  rank  each  so  high  and  slightly 
favor  school  training  that  both  duties  ranked  by 
them  were  included  in  the  school  training  table. 
Pages  95-96. 
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The  dictaphone  is  confined  to  use  in  such  a  few 
offices  that  to  teach  the  activity  in  school  would 
be  an  expensive  proposition.    It  is  a  duty  that  an 
individual  can  learn  on  the  Job.    If  facilities  are 
available,  an  acquaintanceship  instruction  could  be 
given  for  this  activity. 

Such  minor  duties  as  "Type  Profit  and  Loss  Statement," 
"Tj^'pe  Balance  Sheet,"  "Type  Checks,"  and  "Type  Minutes 
of  I.Ieetings,"  because  of  their  infrequency  of  per- 
formance were  placed  in  these  tables;  but  again  a 
small  amount  of  instruction  in  the  school  on  each 
activity  would  not  be  amiss. 

The  school  should  not  attempt  to  give  instruction  in 
such  specialized  duties  as  "Cash  Money  Drawer  and 
Clear  Cash  Register,"  "Put  Up  P^  er  Samples,"  or 
"Look  Up  Dates  for  Shipping  Merchandise."  These 
duties  are  of  such  a  nature  that  they  must  be 
learned  on  the  job. 

All  the  specialized  duties  pertaining  to  banlcs  can- 
not be  taught  in  school,  and,  therefore,  the  individual 
must  acquire  his  knowledge  on  the  job. 
There  are  a  number  of  clerical  duties  that  can  be 
learned  on  the  job  and  some  "Type  from  Copy  Duties" 
also  come  in  this  classification.    The  best  the  school 
can  do  in  these  cases  is  to  give  the  pupils  a  good 
training  and  background  in  the  clerical  and  typing 
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training  that  it  can  give,  so  that  the  pupils  can 
easily  adapt  themselves  to  correlated  activities 
when  they  get  their  first  job. 


CHAPTER  IX 
PERSONALITY  TRAITS 


Employees '  Judgments 

Of  the  168  returns  from  employees,  only  153  of  the 
personality  trait  rankings  could  be  used.    The  remainder, 
15,  were  either  not  correctly  filled  out  or  were  not 
filled  out  at  all.    Some  merely  put  check  marks  in  the 
parentheses  without  attempting  to  rank  them  in  the  manner 
suggested;  others  ranked  only  a  few  and  did  not  bother 
with  the  rest. 

It  is  admitted  that  ranking  the  importance  of  32 
personality  traits  is  no  easy  tasV:,  and  it  is  debatable 
whether  a  trait  ranked  as  27  would  be  more  important  than 
one  ranked  as  26  or  less  important  than  one  ranked  as  2B . 
Hov/ever,  it  was  not  the  purpose  of  this  study  to  get  the 
individual  importance  of  each  trait,  but  rather  to  get 
from  the  employees*  and  employers'   judgm.ents  the  most 
important  group  and  the  least  important  group.     From  these 
data  teachers  would  be  able  to  find  out  which  traits  they 
should  try  to  develop  more  than  others  in  the  pupils  in 
their  classes. 

From  the  completely  and  correctly  filled  personality 
trait  raricing  sheets,  the  votes  given  by  the  employees 
to  each  trait  for  each  rank  from  1  to  32  were  tabulated. 
Table  XXII  presents  these  data. 
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Accuracy  was  ranked  first  by  84  employees,  second 
by  28,  third  by  14,  fourth  by  10,  fifth  by  2,  and  so  on 
across  the  table.     The  votes  for  the  other  traits  are 
read  in  a  similar  manner. 

The  votes  given  to  each  trait  as  shown  in  Table 
XXII,  Page  117,  were  then  weighted  by  the  inverse  ratio 
method  of  weighting.     This  was  done  to  give  more  weight 
to  the  top-ranking  traits  and  to  make  it  possible  to  more 
accurately  rank  the  traits  according  to  their  importance. 
Table  XXIII,  Page  119,  was  compiled  after  each  of  the 
votes  to  each  trait  had  been  weighted. 

This  table  reveals  the  top-ranking  traits  judged 
by  office  workers  in  small  communities.     Accuracy,  with 
the  highest  weighting  of  2,688,  is  decidedly  considered 
the  most  important  trait.     The  trait  ranking  second,  effi- 
ciency, has  a  weight  of  only  775.     There  is  not  such  a 
difference  in  the  inverse  ratio  weighting  of  the  other 
traits  as  there  is  between  those  of  first  and  second  rank. 
Initiative  and  judgment  ranked  the  same- -eighth- -and 
resourcefulness  and  unselfishness  ranked  the  same-- 
twenty-ninth. 

As  it  is  difficult  to  justify  the  importance  of  one 
trait  above  the  one  immediately  following  it  as  the 
traits  appear  in  Table  XXIII,  Page  119,  it  was  decided 
to  break  up  the  traits  into  groups.     To  state  that  a 
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TABLE  XXIII.    TRAITS  LISTED  IK  ORDER  OF  IlffORTMCE 
EMPLOYEES'  JUDGHENTS 


Trait 
llo. 

TRAITS 
'           .  .... 

Rank 
Order 

Inverse 

Ratio 
Weighting 

1 

1 

2668 

9 

2 

775 

23 

3 

736 

16 

4 

630 

5 

5 

493 

A 

464 

4 

7 

459 

15 

8.5 

432 

17 

8.5 

432 

7 

10 

405 

27 

11 

360 

6 

12 

308 

12 

Pan  "fcVi  fhi  Itie  R  s  .    .....  .... 

13 

306 

o 

A  T  OT*4"Yl  O  C  O 

1  4. 

1  Q 

i.0 

8 

16 

250 

18 

17 

234 

10 

18 

231 

24 

19 

210 

28 

20 

207 

11 

21 

200 

22 

22 

198 

29 

23 

182 

25 

24 

175 

14 

25 

168 

32 

26 

162 

21 

27 

130 

30 

28 

125 

26 

29.5 

120 

31 

29.5 

120 

13 

31 

100 

20 

32 

98 
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group  of  traits  is  found  to  be  more  desirable  than 
another  group  is  more  justifiable  than  that  one  trait 
is  more  important  than  another.     Some  agreement  was 
expected  between  the  employees  and  employers  as  to  top 
and  bottom  groups.     Those  traits  falling  into  the  middle 
groups  might  indicate  a  difference  of  opinion,  caused 
largely  by  the  nature  of  the  business  in  question,  the 
special  character  of  the  duties  performed,  or  the  per- 
sonalities of  the  employees  and  employers. 

It  was  decided  to  use  a  grouping  suggested  by  one 
of  the  employers  to  whom  the  check  list  was  sent.  He 
suggested  four  different  groupings:     (1)  very  important; 
(2)  very  necessary;   (3)  very  desirable;  and  (4)  not  to 
be  overlooked.     Grouping  of  the  personality  traits 
under  these  main  headings  seemed  rather  appropriate, 
and,  therefore,  the  scheme  was  adopted.  Following 
this  plan,  then.  Table  XXIV,  Page  121,  was  compiled. 

The  traits  in  Table  XXIII,  Page  119,  were  divided 
into  four  groups  and  the  traits  were  presented  in  Table 
XXIV,  Page  121,  under  the  appropriate  headings,  as  dis- 
cussed above.    The  first  group  contains  nine,  as  the 
last  two  traits,  initiative  and  judgment,  ranked  the 
same  in  Table  XXIII,  and  it  was  thought  advisable  to 
keep  them  within  the  same  group.    As  the  inverse  ratio 
weighting  of  the  two  traits  ranked  them  by  a  few  points 
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TABLE  XXIV.     TRAITS  PRESENTED  ACCORDING 
TO  GROUP  CLASSIFICATIOIT 
E,IPLOYEES'  JUDS.iEi;TS 


Verv  ImDortan'b 

Very  Desirable 

Accuracy 

Enthusiasm 

Efficiency- 

Poise 

Personality 

Systematic 

Intelligence 

Even  Temper 

Concentration 

Perseverance 

Adaptability 

Tact 

Ambition 

Quickness 

Initiative 

Independence 

Judgment 

Not  to  Be  Overlooked 

Very  Necessary 

Versatility 

Courtesy 

Originality 

Responsibleness 

Tho  u  ght  f  u  Ine  s  s 

Cooperativeness 

Resourcefulness 

Faithfulness 

Unselfishness 

Alertness 

Hximor 

Memory 

Objectivity 

Discretion 

Loyalty 
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nearer  the  trait  ranking  seventh  than  the  trait  ranking 
tenth,  it  was  decided  to  include  both  traits  in  the  first 
group.    The  second  and  third  groups  contain  eight  traits 
each,  and  the  fourth,  seven. 

In  the  first  group  the  employees  place  those  traits 
which  pertain  largely  to  doing  one's  job  v/ell  in  order  to 
succeed  on  it.    The  second  and  third  groups  contain 
mainly  those  traits  which  have  to  do  v/ith  meeting  and 
handling  people  and  7/ith  one's  duty  to  her  employer. 
The  "not  to  be  overlooked"  group  consists  of  those 
traits  of  negligible  value.    Employees  do  not  consider 
these  traits  as  essential  as  the  others,  yet  they  are 
"not  to  be  overlooked"  by  instructors. 
Cone lusipns 

1.  Accuracy,  with  an  inverse  ratio  weighting  of  2,688, 
is  considered  by  employees  to  be  the  "very  important" 
trait  an  office  worker  should  possess. 

2.  Other  traits  considered  very  important  by  employees 
are  largely  those  which  pertain  to  doing  one's  work. 
Such  traits  as  efficiency.  Intelligence,  concentra- 
tion, adaptability,  ambition,  initiative,  and  judgment 
comprise  this  group. 

3.  Personality  is  considered  one  of  the  high  ranking 
traits  that  an  office  worker  should  possess. 

4.  In  the  "very  necessary"  group  of  traits  are  found 
those  traits  which  pertain  to  an  employees'  duty  to 
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her  employer,  such  as  loyalty,  faithfulness,  dis- 
cretion, alertness,  and  responsibleness . 

5.  Employees  consider  some  of  the  traits  which  have  to 
do  with  associating  with  others  as  "very  necessary" 
and  others  as  "very  desirable."     In  the  first  group 
they  include  courtesy,  and  cooperativeness ;  in  the 
next  group,  poise,  even  temper,  and  tact. 

6.  In  the  second  and  third  groups  employees  include  those 
traits  pertaining  to  doing  one's  work  which  are  of 
minor  importance.    In  the  "very  necessary"  group  are 
placed  alertness  and  memory;  in  the  "very  desirable" 
group,  enthusiasm,  systematic,  perseverance,  quick- 
ness,  and  independence. 

7.  Office  workers  do  not  consider  versatility  and 
originality  very  important  traits  for  an  office 
7/orker  to  possess,  nor  do  they  give  much  importance 
to  thought fulness  and  \mself ishness . 

8.  Office  workers  also  rank  humor,  resourcefulness,  and 
objectivity  as  traits  of  negligible  value. 

Employers '  Judgments 

Tabulation  of  the  personality  trait  ranking  sheet 
returns  from  employers  was  carried  out  in  a  similar 
fashion  as  those  received  from  employees.    As  v/as  the 
case  with  the  employees,  some  of  the  sheets  returned  by 
employers  could  not  be  used,  as  they  were  either  incorrectly 
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filled  out,  or  not  filled  out  at  all.     Of  the  78  returns, 
11  (15fo)  could  not  be  used.    Some  of  the  employers 
grouped  the  traits  into  three  or  four  groups.    One  of 
these  suggestions  has  been  adopted  for  use  in  this  study. 
Three  employers  added  one  more  trait  to  the  list,  feel- 
ing that  none  of  the  32  traits  listed  v/as  synonymous  to 
them.    Two  employers  suggested  "Honesty,"  ranking  it  as 
of  first  importance,  and  another  suggested  "Integrity," 
ranking  it  as  of  first  importance.    If  some  of  the  32 
traits  were  looked  at  in  a  broad  sense,  they  v^ould  in- 
clude these  nev/ly  suggested  traits.    For  instance, 
loyalty  and  faithfulness  contain  some  elements  of 
honesty  and  integrity.    Discretion  also  may  be  broadened 
in  meaning  to  include  elements  of  honesty  and  integrity. 

The  personality  trait  lists  returned  were  tabulated 
and  Table  XXV  was  compiled,  as  shown  on  Page  125 . 

This  table  shows  the  number  of  votes  given  by  the 
employers  to  each  trait  for  the  different  ranks  from  1 
to  32.    The  votes  were  weighted  by  the  inverse  ratio 
method,  as  were  the  votes  given  the  traits  by  the  em- 
ployees.   The  ranking  of  the  traits  after  they  had  been 
weighted  is  shown  in  Table  XXVI,  Page  126. 

Accuracy  is  placed  first  by  employers,  with  an  in- 
verse ratio  weighting  of  864.    The  second  trait  in  im- 
portance is  intelligence  with  a  weight  of  480.  There 
is  quite  a  difference  between  the  weight  of  the  first- 
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TABLE  XXVI.    TRAITS  LISTED  IN  ORDER  OF  IMPORTAIICE 

EMPLOYERS '  JUDGLIEITTS 


j.Xi.V  C:/ 1  ot? 

Trait 

TPJJTS 

Rani: 

Ratio 

No. 

Order 

Weighting 

1 

1 

864 

16 

2 

480 

17 

or 

3 

420 

4 

4 

403 

18 

5 

384 

23 

6 

377 

26 

7 

368 

9 

9.5 

352 

22 

9.5 

352 

28 

9.5 

352 

15 

11 

341 

7 

12 

536 

3 

13 

320 

6 

14 

312 

2 

15 

294 

24 

16 

288 

8 

17 

264 

5 

18.5 

252 

12 

16.5 

252 

14 

20 

209 

IS 

21 

195 

IC 

22 

190 

31 

23 

150 

27 

24 

140 

29 

25 

126 

21 

26 

112 

11 

27.5 

102 

25 

27.5 

102 

13 

29 

92 

32 

30 

85 

20 

31 

75 

30 

32 

60 
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and  second-ranking  traits.     There  is  not  this  difference, 
however,  between  any  of  the  other  traits.     The  traits 
efficiency,  perseverance,  and  systematic  are  given 
the  same  rank--eighth;  concentration  and  faithfulness 
rank  18;  and  even  temper  and  quickness,  27, 

The  traits  were  then  classified  into  the  four  groups 
that  were  used  for  the  employee  classification.  These 
groupings  are  presented  in  Table  XXVII,     Page  128. 

In  the  first  group  there  are  seven  traits  that  the 
employers  consider  "very  important"--accuracy,  intelli- 
gence, judgment,  ambition,  loyalty,  personality, 
and  resourcefulness.    The  first  three  traits  in  the 
"very  necessary"  group--ef f iciency,  perseverance, 
and  systematic — were  given  the  same  rank — 8 — and  they 
were  put  into  this  group  because  their  weight  was  nearer 
the  following  trait,  ranking  11,  than  the  preceding 
trait,  ranking  7,     Poise,  the  ninth  trait  in  this 
second  group,  was  placed  into  this  group  as  its  weight 
was  nearer  the  weight  given  adaptability  immediately 
preceding  it  than  discretion,  the  first  trait  in  the 
third  group.    The  other  traits  considered  "very  neces- 
sary" by  the  employers  were  initiative,  courtesy, 
alertness,  and  cooperativeness.     The  "very  desirable" 
traits  ranked  by  employers  pertain  to  the  office  workers* 
attitude  toward  their  employers  and  minor  traits  neces- 
sary to  do  one's  work.     The  traits  ranked  in  the  last 
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TABLE  XXVII.    TRAITS  PRESENTED  ACCORDING 
TO  GROUP  CLASSIFICATION 
El^LOYERS'  JUDC-IvlElITS 


Very  Important 
Accuracy 

Intelligence 

Judgment 

Ambition 

Loyalty 

Personality 

Re  sour cef ulne  s  s 

j   Very  Necessary 
Efficiency 

Perseverance 

Systematic 

Initiative 

Courtesy 

Alertness 

Cooperativeness 

Adaptability 

Poise 


Very  De sir able 
Discretion 

Concentration 

Faithfulness 

Independence 

Memory:' 

Enthusiasm 

Un  se 1 f i  shne  s  s 

Re  sponsiblene  s  s 

Not  to  Be  Overlooked 
Tact 

Originality 
Even  Temper 
Quickness 
Humor 

Versatility 
Objectivity 
Thouf-:ht  f  u  Ine  s  s 
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group  as  traits  of  negligible  value  pertain  to  office 
workers'  associations  with  other  people  and  those  traits 
of  least  importance  in  fulfilling  the  day's  work. 

Conclusions 

1.  Employers  expect  their  office  workers  to  be  accurate 
in  all  their  work. 

2.  Employers  rank  intelligence  and  judgment  second  and 
third  respectively  and  resourcefulness  seventh  in  the 
"very  important"  group  of  traits,  indicating  that  they 
want  their  employees  to  be  able  to  do  their  own  think- 
ing and  to  possess  a  keen  and  orderly  mind. 

3.  Employers  desire  their  office  workers  to  possess  a 
desire  to  learn. 

4.  Loyalty  and  personality  are  very  important  traits 
which  an  employer  looks  for  in  an  employee. 

5.  Employers  consider  '^very  necessary"  a  number  of 
traits  that  employees  should  possess  to  perform  their 
work  in  the  best  possible  manner.     Such  traits  as 
efficiency,  perseverance,  systematic,  initiative, 
alertness,  and  adaptability  are  included  in  this 
group . 

6.  Employers  do  not  give  too  high  a  ranking  to  those 
traits  describing  one's  association  with  other 
people.      Courtesy,  cooperativeness,  and  poise 
are  ranked  as  "very  necessary,"  whereas  unselfish- 
ness is  ranked  as  being  "very  desirable,"  and  tact. 
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even  temper,  and  thoughtfulness  are  ranked  in  the 
last  group  as  traits  of  negligible  value. 

7.  Loyalty  is  considered  a  very  important  trait,  but 
discretion  and  faithfulness  fall  into  the  third 
group  as  being  "very  desirable." 

8.  In  the  "very  desirable"  group  employers  rank  also 
those  traits  that  distinguish  an  employee  for  her 
individual  ability  to  succeed  in  her  line  of  work — 
concentration,  independence,  enthusiasm,  and 
responsibleness . 

9.  Employers  are  not  concerned  very  much  about  their 
employees'  ability  to  be  original  or  versatile. 
Both  traits  fall  into  the  last  group.  Similarly, 
humor  is  not  an  important  trait  that  employers 
look  for  in  an  employee. 

Combined  Judp;ments  of  Employees  8-nd  Employers 

In  the  previous  pages,  it  has  been  brought  out  how 
the  employees  and  employers  ranked  the  personality 
traits  treated  in  this  study.     In  order  that  some  final 
conclusions  may  be  arrived  at  and  recommendations  made 
for  instructors  as  to  which  of  these  traits  they  should 
strive  to  develop  in  their  pupils,  the  combined  judg- 
ments of  the  employees  and  employers  are  presented  in 
Table  XXVIII,  Page  131.     The  traits  are  presented  as 
they  were  ranked  by  office  workers  and  employers  under 
the  four  classifications.     Indication  is  made  as  to 
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TABLS  XXVIII.  RELATIVE  IMPORTANCE  OF  TRAITS 
COMBINED  JUDGMENTS  OP  EMPLOYEES  AND  EMPLOYERS 


Very  Important 

Very  Desirable 

Enthusiasm  .  . 

.OW 

& 

E 

Efficiency.   .  . 

.OW^ 

Discretion  .  . 

E 

Intelligence.  . 

.OW 

& 

E 

Personality  .  . 

.OW 

& 

E 

Concentration. 

E 

.OW 

& 

E 

Systematic  .  . 

!ow 

Concentration  . 

.ow 

Faithfulness  . 

E 

& 

E 

Even  Tem.per.  . 

!ow 

Adaptability.  . 

.ow 

e3 

Independence  . 

.OW 

& 

E 

Perseverance  . 

.ow 

Initiative.   .  . 

.ow 

E 

Resourcefulness 

• 

E 

Quickness.   .  . 

.ow 

Very  Necessary 

Unselfishness . 

E 

.ow 

& 

E 

Responsibleness 

E 

Efficiency.   .  . 

E 

Responsibleness 

!ow 

Not  to  Be  Overlooked 

Perseverance.  . 

E 

Versatility.  . 

.ow 

& 

E 

Cooper at iveness 

!ow 

& 

E 

E 

Systematic.   .  . 

E 

Originality.  . 

.ow 

& 

E 

Faithfulness.  . 

.ow 

Thought  f ulne  s  s 

.ow 

k 

E 

Initiative.   .  . 

E 

Even  Temper.  . 

• 

E 

Alertness  .   .  . 

.ow 

& 

E 

Resourcefulness. OW 

Qtiickness.   .  . 

• 

E 

Discretion.   .  . 

.ow 

Unselfishness . 

.ow 

Adaptability.  . 

E 

& 

E 

Objectivity,  . 

.ow 

& 

E 

E 

So  ranked  by  office  workers  and  employers 
^So  ranked  by  office  workers 
^So  ranked  by  employers 


whether  the  traits  were  ranked  under  each  classification 
by  office  workers  and  employers  (OW  &  E),  by  office 
workers  (OW),  or  by  employers  (E) .     It  can  readily  be 
seen  on  which  traits  there  was  agreement  and  disagree- 
ment between  the  two  groups. 
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Conclusions 

Based  on  the  combined  judgments  of  the  office 
workers  and  employers,  the  following  traits  are  the 
most  important  that  office  workers  should  possess. 
Teachers  should  strive  to  develop  these  traits  in 
prospective  office  workers,  and  guidance  counselors 
should  recommend  for  office  work  only  those  pupils 
who  possess  these  personal  qualities. 

Accuracy--Not  in  details  alone,  but  in  everything. 

Ef f iciency--Not  only  in  handling  details,  but  in  handling 
more  difficult  tasks  without  waste  of  time  or 
energy. 

Intelligence — Keen;  high  native  intelligence;  orderly 
mind. 

Personality--Appearance,  health,  msinners,  etc. 

Judgment--In  handling  people  and  situations.  Deciding 
how  and  when  to  do  things. 

Concentration — Ability  to  work  efficiently  in  the  midst 
of  distractions. 

Ambition — Desire  to  learn;  desirous  of  being  entrusted 
with  responsibilities. 

Adaptability--Ability  to  adjust  to  employer's  attitudes. 

Loyal ty--A.ble  to  give  high  degree  of  loyalty  to  employer 
and  business. 

Initiative--Does  not  have  to  be  told  what  to  do. 

Resourcefulness--Ability  to  meet  emergencies;  never  at  a 
loss  to  know  what  to  do  or  say  in  difficult  situa- 
tions . 

Courtesy--Habitually  courteous;  especially  in  dealing 
with  people  outside  the  organization. 

Cooperativeness--Ability  to  work  with  others. 
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Alertness--To  sense  true  import  of  situations;  to  anciti- 
pate  needs. 

Responsibleness--Willlngness  to  assume  responsibility. 
Willing  to  go  ahead  with  work  without  constant 
authorization. 

Perseverance — Determination;  stick-to-it-iveness  in  the 
face  of  obstacles. 

Systematic--Naturally  careful  about  details  and  a  liking 
for  orderly  procedure  in  large  and  small  m.atters, 

Meraory--For  details,  names,  faces,  places,  etc.  Excep- 
tionally retentive, 

Discretion--Ability  to  deal  satisfactorily  with  confi- 
dential matters. 

Poise--Self -control  under  stress.     Not  easily  disturbed 
or  thrown  off  balance  by  the  unexpected. 

Consolidation  of  Traits  with  Activities 

An  attempt  was  made  to  consolidate  the  traits  with 
the  activities  in  an  effort  to  determine  what  traits  are 
involved  in  the  performance  of  each  activity.     The  entire 
list  of  32  traits  was  consolidated  into  a  table  with  the 
activities  that  should  be  taught  in  school,  based  on  the 
combined  judgments  of  employees  ajid  employers.  The 
duties  were  listed  on  the  left-hand  side  of  the  table 
and  the  32  traits  were  listed  at  the  head  of  the  32 
columns  at  the  right.     The  duties  were  listed  in  the 
order  in  which  they  appeared  in  Table  XIX,  Pages  95-96 — 
the  combined  Judgments  of  employees  and  employers  on  the 
duties  to  be  taught  in  school.     The  traits  were  listed 
as  near  as  possible  in  the  order  of  importance  given  to 
them  by  the  employees  and  employers.     The  traits  on  which 
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there  was  agreement  as  being  "very  important"  and  "very 
necessary"  by  employees  and  employers  were  listed  first. 
Those  traits  on  which  there  was  disagreement  by  employees 
and  employers  in  the  first  tv/o  classifications  were  listed 
next  in  order.     Lastly,  the  "very  desirable"  and  "not  to 
be  overlooked"  traits  were  listed. 

The  judgments  of  a  commercial  teacher  and  one  office 
worker  were  solicited  to  determine  the  traits  concerned 
with  each  of  the  duties  given.     The  results  are  shown  in 
Table  XXIX,  Pages  135-136. 

Conclusions 

1.  The  results  of  this  investigation  reveal  the  justifi- 
cation of  the  high  ranking  by  employees  and  employers 
for  such  traits  as  accuracy,  efficiency,  intelligence, 
and  concentration,  and  the  lov/  ranking  of  originality, 
versatility,  and  humor. 

2.  One  trait,  enthusiasm,  did  not  receive  smy  check  mark 
as  being  a  trait  that  is  involved  in  the  doing  of  any 
of  the  activities  given.     It  is  difficult  to  apply  it 
to  any  particular  activity,  as  it  is  more  or  less  an 
attitude  toward  the  combined  activities  of  an  employee. 
In  this  group  would  also  be  classed  ambition,  initiative 
responsibleness ,  and  versatility. 

3.  Some  of  the  other  traits  that  did  not  receive  many 
check  marks  are:     cooperativeness,  unselfishness, 
thoughtfulness,  even  temper,  humor,  and  versatility. 
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These  traits  are  not  involved  in  the  doing  of  any- 
particular  activity  but  rather  are  involved  in  one's 
association  with  those  around  her.     Even  though  the 
check  marks  for  these  traits  are  scarce  in  this 
tabulation.  Pages  135-136,  there  is  still  a  place  for 
training  young  people  to  develop  them  in  their  actions 
and  attitudes  toward  others. 

Recommendations 

1.  Teachers  of  commercial  subjects  should  strive  to 
develop  in  their  pupils  the  highest  degree  of  accuracy 
in  all  their  work.     They  should  train  their  pupils  to 
thoroughly  check  all  their  work  not  only  for  typing 
errors  but  for  errors  in  English,  grammar,  and  punctua 
tion. 

2.  Courses  in  specialized  commercial  education  should  not 
be  taken  by  pupils  whose  intelligence  is  below  average 
Office  workers  must  be  able  to  do  their  own  thinking 
and  in  many  cases  make  Judgments  in  the  work  they  do 
and  in  handling  people.     In  offices  in  small  communi- 
ties, where  the  office  force  is  small,  the  office 
worker  is  required  very  frequently  to  make  decisions, 
especially  when  the  employer  is  away.  Specialized 
commercial  courses  should  be  taken  only  by  those  pupil 
who  can  be  relied  upon  to  do  their  own  thinking  and 
make  decisions. 
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3.  Teachers  of  coTomercial  v/ork  should  strive  to  develop 
in  their  pupils  a  pleasing  personality  that  will 
enable  them  to  get  along  and  work  with  others.  They 
should  instil  in  the  pupils  the  necessity  of  being 
T/ell-mannered;  develop  in  them  a  desire  to  possess  a 
pleasing  appearance  as  to  clothes,  hairdress,  and 
cosmetics.     Courtesy  to  all  and  the  ability  to  work 
cooperatively  with  others  are  essential  attributes  of 
a  pleasing  personality.     Pupils  should  learn  to  work 
in  the  classroom  with  people  other  than  their  friends. 

4.  Pupils  should  be  trained  to  be  able  to  find  something 
to  do  when  they  have  finished  the  work  assigned  to 
them.     They  should  be  able  to  decide  for  themselves 
what  they  think  they  should  do  to  improve  their 
ability  as  typists,  bookkeepers,  or  in  taking  dicta- 
tion.    They  should  be  made  to  understand  the  value  of 
an  employee  who  possesses  initiative. 

5.  Loyalty  to  one's  supervisors  and  co-workers  is  a 
quality  which  high  school  pupils  should  be  made  to 
appreciate.     A  test  of  their  loyalty  within  the  school 
should  be  made  at  times  and  their  failure  to  live  up 
to  the  test  should  be  brought  to  their  attention. 

6.  Another  trait  which  is  necessary  for  an  office  worker 
to  possess  in  order  to  be  able  to  meet  people  and 
make  a  good  impression  is  poise.     Pupils  should 
develop,  through  the  help  of  their  instructors,  the 
ability  to  speak  to  people  clearly  and  calmly. 
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7.  Prospective  office  workers  should  possess  the  follow- 
ing traits  if  they  are  to  succeed  in  their  work: 
efficiency,  resourcefulness,  responsibleness ,  alert- 
ness, perseverance,  and  systematic.     These  traits 
are  essential  for  the  efficient  carrying  on  of  the 
office  employee's  daily  tasks. 

8.  It  is  evident  that  mere  technical  skill  is  not  the 
only  requirement  of  an  office  worker.     She  must 
possess  a  combination  of  the  traits  discussed  above 
in  order  to  succeed  in  her  work. 

9.  Guidance  counselors  should  recommend  for  office  work 
only  those  pupils  who  possess  the  necessary  personal 
traits  to  enter  that  type  of  work.     The  traits  dis- 
cussed in  this  study  may  serve  as  a  basis  for  analyz- 
ing the  personalities  of  those  pupils  who  desire  to 
become  office  workers. 

10.  The  results  of  this  discussion  may  be  consulted  by 
pupils  who  are  desirous  of  taking  specialized  commer- 
cial education  courses  in  high  school.  Self-analysis 
studies  will  result  whereby  the  pupils  can  determine 
whether  or  not  they  possess  the  essential  personal 
traits  for  entering  into  any  type  of  office  work. 

11,  Teachers  of  commercial  education  should  so  organize 
their  instruction  that  those  traits  that  are  possible 
of  development  through  high  school  Instruction,  such 


140 


as  accuracy,  initiative,   judgment,  courtesy,  co- 
operativeness,  loyalty,  systematic,  etc.,  will  be 
developed  in  the  pupils.     A  lot  can  be  accomplished 
in  developing  these  traits  in  high  school  pupils  by 
keeping  a  personality  rating  scale  for  each  pupil. 
There  are  a  number  of  these  personality  rating  scales 
on  the  market  and  more  publishing  companies  are  fol- 
lowing the  trend  of  the  times  by  putting  out  new  ones 
every  year.     Some  teachers  have  even  organized  rating 
scales  to  fit  their  own  particular  needs. 


CHAPTER  X 
EDUCATION  OF  ELIPLOYEES 

General  Education 

An  attempt  was  made  to  find  out  how  much  education 
office  workers  in  small  communities  possess  and  what 
the  opportunities  are  for  hi^h  school  graduates  in 
securing  office  jobs.    Schedule  E,  Page  202,  was  the 
form  used  to  collect  these  data.    There  were  two  items 
of  information  requested:    where  the  employee  secured 
her  general  education  and  where  she  secured  her  busi- 
ness training.    This  was  to  give  some  indication  of 
how  many  office  workers  secured  their  business  train- 
ing in  high  school,  thus  arriving  to  some  conclusions 
as  to  what  part  the  high  schools  in  these  communities 
should  play  in  preparing  their  pupils  for  office  v/ork. 
Table  XXX,  Page  142,  presents  the  data  concerning  the 
general  education  of  these  office  workers. 

Out  of  the  168  employees  who  made  returns,  147 
{88%)  secured  their  general  education  in  high  school. 
There  v/ere  4  who  attended  only  Junior  high  and  8  who 
did  not  finish  high  school,  one  leaving  in  the  tenth, 
5  in  the  eleventh,  and  2  in  the  twelfth  grade.  A 
negligible  number  attended  junior  college  or  college. 
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Only  one  of  the  three  going  to  junior  college  attended 
the  full  two  years  and  one  out  of  the  five  who  started 
college  was  graduated.     Of  this  small  number  who  attended 
college,  two  are  employed  in  doctors'  offices,  one  in  a 
school,  one  in  a  banlc,  and  another  in  a  business  office. 
The  one  who  was  graduated  is  employed  in  a  doctor's  office. 

The  high  school  is  by  far  the  most  popular  institu- 
tion for  office  workers  in  small  communities  to  get  their 
general  education. 

Business  Training 

Data  concerning  the  business  training  of  these  of- 
fice workers  are  presented  in  Table  X^vXI,  Page  142. 

The  high  school  was  attended  by  123  out  of  the  168 
for  their  business  training.     This  represents  11%  of  the 
office  workers  in  these  communities.    Of  the  123,  21  at- 
tended private  business  school  for  further  business 
training,  thus  leaving  102  (61^)  who  depended  entirely 
upon  the  high  school  for  their  business  training. 
Twenty-nine  (IV/o)  attended  private  business  schools 
after  high  school  graduation,  where  they  had  been  en- 
rolled in  either  the  college  preparatory  or  general 
course.    The  number  who  left  high  school  to  attend 
private  business  school  is  small — only  six.  There 
were  10  employees  who  received  no  business  training 
whatsoever.    They  either  left  school  too  early  to  re- 
ceive any  business  training  or  took  only  the  classical 
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course  in  high  school  w5-thout  any  business  education. 

The  greatest  number  of  office  workers  surveyed  in 
the  coimnimities  studied  obtained  their  business  training 
in  the  high  schools  v/ithin  their  respective  communities. 

Placement  Possibilities 

An  attempt  was  also  made  to  find  out  vvhat  were  the 
employment  possibilities  of  office  v/orkers  outside  their 
own  immediate  community.     Table  XXXII,  Page  145,  was 
organized  to  present  these  data. 

Under  each  community  data  are  presented  concerning 
the  number  of  these  office  workers  who  were  graduated 
from  the  high  school  within  that  community  and  from 
other  high  schools  outside  the  community.    There  is 
also  given  under  each  community  the  number  of  office 
workers  located  in  offices  in  the  ccmmimity  and  in  the 
other  tv/o  towns  concerned  in  this  study.    For  example, 
in  Bellows  Palls,  75  of  the  people  residing  in  Bellows 
Palls  v/ho  are  office  v/orkers  (102)  were  graduated  from 
Bellows  Palls  High  School  and  19  from  high  schools  out- 
side the  town.    Three  of  the  office  workers  in  Bellows 
Falls  attended  only  junior  high  school  and  five  did  not 
graduate  high  school.    Pour  of  the  five  attended  business 
school  and  one  attended  public  evening  school.     The  high 
schools  outside  the  town  might  include  high  schools 
around  Bellows  Palls,  or  high  schools  anyv/here  in  Vermont, 
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New  Hampshire,  Massachusetts,  or  other  states.  Office 
workers  who  graduated  from  these  high  schools  settled 
in  Bellows  Palls  some  time  after  they  finished  their 
schooling  and  that  accoimts  for  their  obtaining  employ- 
ment within  the  town.     Of  the  102  people  classed  as 
office  workers  in  Bellows  Falls,  84,  or  82^o,  are  employed 
within  the  town;  11,  or  ll/o,  in  Springfield;  2,  ov  2%, 
in  Brattleboro;  and  5,  or  bfo,  in  small  towns  in  Kew 
Hampshire.     Since  this  study  was  started,  many  more 
residents  of  Bellows  Palls  have  secured  employment  in 
the  machine  shop  offices  in  Springfield. 

In  Brattleboro,  32,  or  71^a,  of  the  office  workers 
are  graduates  of  Brattleboro  High  School  and  13,  or 
29%,  of  ether  high  schools;  three  did  not  graduate  high 
school.    All  of  these  people  are  employed  in  Brattleboro. 

In  Springfield,  17,  or  of  the  office  v/orkers 

are  graduates  of  Springfield  High  School  and  2,  or  11%, 
graduates  of  other  schools;  one  employee  attended  only 
junior  high.     These  people  are  all  employed  within  the 
town  of  Springfield, 

Conclusions 

1.  Office  v/orkers  in  small  communities  depend  on  the  high 
schools  within  their  o^vn  communities  to  furnish  them 
with  a  general  education  background  and  with  a  business 
training  that  will  enable  them  to  enter  office  work. 
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2.  Only  a  very  snail  per  cent  (29)  of  the  office  workers 
secured  their  business  training  in  private  business 
schools*    Of  this  per  cent,  12%,  gained  some  business 
training  in  high  school,  while  17^o  gained  all  their 
business  training  from  a  private  business  school. 

3.  Office  workers  in  small  communities  manage  to  find 
employment  within  their  own  town.    This  study  shows 
that  &9fo  (150  out  of  168)  of  the  v/orkers  are  employed 
within  their  own  community. 

4.  A  small  number  of  office  workers  who  reside  in  Bellows 
Falls  (18/o)  manage  to  find  employment  in  nearby  tovms, 
the  largest  per  cent,  ll)'^^,  going  to  Springfield, 
Vermont • 

Recommendations 

1,  The  commercial  course  in  the  high  schools  of  the 
communities  studied  should  provide  their  pupils  v/ith 
as  broad  a  general  education  background  as  possible. 
It  should  include  at  least  the  major  subjects,  such 

as  commercial  law,  commercial  geography,  and  economics 
that  will  give  the  graduates  that  occupational  intelli 
gence  that  will  enable  them  to  adjust  themselves 
quickly  and  satisfactorily  to  their  jobs. 

2.  The  commercial  course  should  be  so  organized  as  to 
train  high  school  pupils  to  enter  office  jobs  im- 
mediately upon  graduation. 
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As  most  of  the  office  workers  obtain  employraent  in 
their  own  immediate  community,  a  cooperative  place- 
ment service  betv/een  school  and  business  concerns 
should  be  established. 


CHAPTER  XI 
MISCELLANEOUS  DATA 


Additional  Duties 

A  number  of  additional  duties  (170)  were  collected 
from  employees  and  a  few  (24)  from  employers.  These 
duties,  with  the  few  exceptions  noted  in  previous  chap- 
ters and  included  in  previous  tables,  were  duties 
pertinent  to  the  businesses  where  the  employees  and 
employers  were  located.    As  they  were  of  such  a 
specialized  nature,  they  v/ere  not  included  in  any  of 
the  previous  tables,  but  were  organized  into  a  table 
of  their  own  imder  the  headings  of  the  businesses  from 
which  they  were  received. 

Table  XXXIII,  Pages  150-165,  presents  the  additional 
duties  collected  from  employees,  giving  for  each  duty: 
(1)  the  frequency  of  performance,   (2)  the  number  con- 
sidering the  duty  important  and  unimportant,   (3)  the 
number  of  votes  in  favor  of  teaching  the  duty  in  school, 
on  the  job,  or  in  school  and  on  the  job,   (4)  the  time 
spent  on  each  duty  where  the  time  was  Indicated  by  the 
employees. 

Table  XXXIV  presents  the  additional  duties  collected 
from  employers.    This  table  appears  on  pages  166-167. 
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The  data  shown  for  each  duty  are:     (1)  frequency  of 
mention,   (2)  number  voting  the  duty  important  and 
imimportant,   (3)  number  of  votes  in  favor  of  learning 
the  activity  in  school,  on  the  job,  or  in  school  and 
on  the  job. 

Conclusions 

1.  It  is  possible  to  give  at  least  instruction  on  the 
acquaintanceship  level  for  some  of  the  duties  found 
in  Table  XXXIII,  Pages  150-165,  under  "General." 
For  instance,  "Balance  Cash  V/eekly"  is  not  much 
different  from  "Balance  Cash  Daily"  except  for 
length  of  time.     Therefore,  if  "Balance  Cash  Daily," 
which  was  performed  by  63  out  of  the  168  employees, 
should  be  taught  in  school,  then  the  pupils  can  be 
made  acquainted  with  "Balance  Cash  Weekly." 
Similarly,  some  dictation  directly  on  the  typewriter 
may  be  given.     This  will  help  to  develop  in  the 
pupils  the  ability  to  type  words  instead  of  in- 
dividual letters,  which  is  a  step  toward  developing 
speed  in  typewriting. 

2.  Because  of  the  specialized  character  of  the  remainder 
of  the  duties,  it  would  be  futile  to  attempt  to 
teach  any  of  them  in  school.    What  can  be  done  is 

to  develop  in  the  pupils  the  ability  to  adjapt  them- 
selves to  accepting  different  types  of  work.  They 


169 


must  be  given  that  occupational  Intelligence  back- 
ground that  will  make  it  possible  for  them  to  easily 
become  acquainted  with  and  adapted  to  the  individual 
type  of  work  into  which  they  will  enter.  Through 
this  training  they  may  at  least  become  acquainted 
with  the  terminologies,  organization,  and  activities 
of  various  types  of  business  establishments  and 
policies. 

Problems  Solved  on  the  Calculator 

The  Check  List  of  Duties  (Schedule  B,  Pages  192- 
196)  that  was  m.ailed  to  employees  contained  space  for 
the  employees  to  describe  the  types  of  problem.s  they 
solved  when  using  the  calculator  for  each  of  the  four 
arithmetical  processes.     Only  34  out  of  the  168  replies 
{20%)  gave  any  data  concerning  this  phase  of  the  study. 
Some  employees  who  were  followed  up  on  this  part  of 
the  check  list  claim.ed  that  the  calculator  was  used  in 
conjunction  v;ith  the  activities  performed,  such  as 
figuring  pay  rolls,  making  statements,  invoices, 
balancing  accounts,  etc. 

The  types  of  problems  ranking  highest  in  frequency 
were  those  involving  the  process  of  addition,  with 
multiplying,  subtracting,  and  dividing  following 
respectively.     The  purpose  for  collecting  these  data 
was  to  determine  how  much  instruction  could  be  given 
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in  school  along  the  lines  described  by  these  office 
workers.     An  asterisk  preceding  some  of  the  problems 
listed  below  indicates  those  problems  that  could  be 
taught  in  school. 


Addition 

The  types  of  problems  which  involved  addition 
that  were  solved  on  the  calculator  are: 

-"-1.  Balance  accounts 

-J5-2.  Prepare  statements 

-"-3.  Figure  invoices 
4.  Check  billing 

*5.  Figure  rents 

*6.  Total  bills 

-»-7.  Balance  ledgers 
8.  Audit  books 

^t-Q,  Figure  pay  rolls 
-"-10,  Find  sales,  costs,  daily  profits 
•«-ll.  Add  columns  of  figures 
-"-12.  Figure  tax  bills,  water  bills 

13.  Total  pounds  of  milk  each  producer  sends 
per  month 

14.  Perpetual  inventory 

15.  Figure  incoming  stock  for  manufacturing 
-"-16.  Get  sub  totals  and  totals  in  budget  and 

expense  accounts 
17.  Figure  shipments 
-:c-18.  Figure  orders 

19.  Total  checks  and  records  of  checks 

20.  Find  total  premiums  at  end  of  month 

21.  Check  school  registers 

22.  Average  tests  given  to  school  pupils 


Multiplication 

Problems  involving  the  multiplication  process  are 
presented  below: 

1.  Figure  rates  and  wages 

2.  Figure  coal  invoices  and  inventory 

3.  Figure  freight  bills 
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-"-4.  Figure  pay  rolls 
-;f-5.  Compile  statements 

-"-6.  Compute  interest,  dividends,  service  fees 

7.  Recheck  daily  billing 

8.  Billing 

9.  Total  pounds  of  milk  by  test  to  find 
pounds  of  butterfat 

10.  Total  pounds  of  butterfat  by  price  to 
get  total  credits 
^Ml.  Tax  bills,  water  bills 

12.  Weight  by  rate  (express  company) 
-"-13.  Figure  orders 
^"-14.  Policy  amount  by  rate 

15.  Prorating  expenses 


Subtraction 

Problems  solved  requiring  the  subtracting  process 

are: 

-:5-l.  Figure  invoices 
-"-2.  Balance  ledgers 

3.  Credits  on  notes  and  property  exchange 
-"-4.  Total  charges  from  total  credits  to  get 

amount  of  checks 
-"-5.  Tax  bills,  v/ater  bills 

6.  Figure  group  insurance 

7.  Figure  shipments 

8.  Premiums  minus  dividends 


Division 

The  problems  that  office  v/orkers  solve  that  require 
the  use  of  the  calculator  for  dividing  purposes  are: 

1.  Distribution  of  labor  hours 

2.  Determine  weights  (express  c  ompanj'') 

3.  Figure  inventory 

■5S-4.  Figure  monthly  payments  (time  and  in- 
stallment payments) 

5.  Change  pounds  of  milk  to  quarts 

6.  Percentages 

7.  Figure  rates  of  pay  roll 

8.  Rate  for  one  year  (insurance) 
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Conclusions 

1.  Prospective  office  workers  should  be  made  proficient 
in  the  use  of  the  calculator,  especially  for  addition 
and  multiplication  purposes. 

2.  The  instruction  along  this  line  should  be  as  practical 
as  possible.    The  problems  listed  above  serve  as 
suggestions  for  practical  instruction  in  the  use  of 
the  calculator. 

3.  The  problems  marked  with  an  asterisk  are  practical 
from  the  point  of  view  of  the  office  workers  studied. 
They  can  be  very  easily  worked  into  the  various  com- 
mercial courses  of  study  so  that  future  office  workers 
will  be  able  to  handle  with  some  degree  of  efficiency 
problems  of  these  various  types. 

4.  Instructors  of  bookkeeping  should  encourage  their 
pupils  to  use  the  calculator  for  preparing  state- 
ments, figiu^ing  invoices  and  orders,  balancing  ac- 
counts, special  books  of  original  entry,  calculating 
installments,  etc. 

5.  Commercial  arithmetic  instruction  can  be  made  to  in- 
clude some  of  these  problems  even  if  the  calculator 
is  not  used.    The  pupils  will  at  least  become  ac- 
quainted with  the  types  of  problems  that  they  will 
have  to  solve  on  the  job  and  that  is  just  as  Important, 
if  not  more  so,  than  using  the  calculator  for  obtain- 
ing the  solutions.     Once  the  individual  knows  the 
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method  of  solution  for  the  various  problems,  he  can 
very  easily  work  them  out  on  the  calculator  when  he 
is  taught  how  to  use  the  machine. 

Such  specialized  problems  as  "Total  Pounds  of  Milk 
Multiplied  by  Test  to  Find  PoTinds  of  Butterfat"  and 
"Check  School  Registers"  apply  to  certain  types  of 
offices  and  are  best  learned  on  the  job. 


CHAPTER  XII 
STBIMARY  AND  CONCLUSIONS 

General  Summary 

1.  The  purpose  of  this  study  has  been  to  analyze  the 
duties  and  personality  traits  of  office  workers  in 
communities  of  10,000  population  or  less  through 
employees'  and  employers'   judgments  as  a  basis  for 
determining  what  should  be  the  content  of  the  com- 
mercial education  curriculum  for  high  schools  in 
such  communities. 

2.  Data  were  collected  in  Bellows  Falls,  Brattleboro, 
and  Springfield,  Vermont. 

3.  The  employees  and  employers  solicited  for  data  were 
from  five  general  fields  of  business — manufacturing, 
retailing,  financial,  professional,  and  v/holesale — 
with  a  number  from  offices  that  could  not  be  given 
any  general  classification. 

4.  The  n^Jimber  of  employees  represented  in  this  study 
totals  168  and  employers,  78. 

5.  Data  were  collected  by  means  of  a  check  list  of  duties, 
personality  trait  ranking  sheet,  and  education  in- 
formation form  which  were  distributed  personally, 
through  others,  or  mailed  to  office  employees.  The 
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check  lists  were  to  supply  data  as  to  important  and 
unimportant  duties,  duties  that  were  to  be  learned  in 
school,  on  the  job,  or  in  school  and  on  the  job,  and 
the  approximate  time  spent  on  each  duty  in  terms  of 
minutes  per  day,  hours  per  week,  and  weeks  per  year. 

6.  Additional  data  were  obtained  by  means  of  a  check 
list  of  duties  and  a  personality  trait  ranking  sheet 
from  employers. 

7.  The  109  duties  of  the  employees  and  92  of  the  employers 
were  tabulated  into  two  table s--Prequency  Ranking  by 
Employees  and  Frequency  Ranking  by  Employers. 

8.  Stenographic  and  clerical  duties  were  predominant 
activities  in  the  office  workers'  daily  routine. 

9.  The  109  duties  of  the  employees  and  92  duties  of  the 
employers  were  divided  into  deciles  based  on  frequency 
of  performance  and  frequency  of  mention. 

10.  Tables  of  significant  duties  presenting  frequency  of 
performance,  decile  rank,  and  relative  importance  of 
duties  were  organized. 

11.  From  the  tables  of  significant  duties  were  selected 
those  duties  that  should  be  taught  in  school.  These 
were  determined  on  the  basis  of  decile  rank,  fre- 
quency  of  performance  and  mention,  number  of  votes 
advocating  teaching  the  duties  in  school  and  school- 
job,  per  cent  in  favor  of  learning  activity  in  school 
and  school- job.     Indication  was  made  as  to  whether 
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the  activities  should  be  taught  on  the  mastery  level 
or  acquaintanceship  level  of  instruction. 

12.  The  combined  judgments  of  employees  and  employers 
were  presented,  showing  very  little  disagreement  be- 
tween the  two  groups.     Employees  and  employers  rank 
bookkeeping,  stenographic,  and  clerical  duties  as 
important  parts  of  an  office  worker's  activities. 

13.  The  duties  to  be  learned  on  the  job  were  organized 
into  table  form.     These  were  selected  on  the  basis 

of  decile  rank,  frequency  or  infrequency  of  performance 
and  mention,  number  of  votes  in  favor  of  teaching  the 
activities  on  the  job,  per  cent  in  favor  of  learning 
the  activities  on  the  job.     These  duties  are  more  or 
less  specialized  in  nature  and  pertain  t o  the  parti- 
cular business  where  the  office  worker  is  employed. 

14.  The  personality  traits  were  tabulated  from  the  re- 
turns received.     Three  tabulations  for  each  the  em- 
ployees* and  employers'   judgments  were  worked  out: 
(1)  Ranking  of  Traits,   (2)  Rank  Order  of  Traits, 
(3)  Traits  Presented  According  to  Groups.     The  com- 
parative judgments  of  both  groups  were  then  presented 
in  another  table.     The  votes  given  to  the  ranking  of 
the  traits  were  weighted  by  the  inverse  ratio  method 
in  order  that  a  more  accurate  rank  order  of  the  traits 
might  be  obtained.    Traits  pertaining  to  the  efficient 
accomplishment  of  the  day's  work  rank  high,  with 
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traits  characteristic  of  an  individual's  association 
with  others  ranking  next  in  order. 

15.  Traits  were  consolidated  with  the  activities  to  be 
taught  in  school  to  determine  which  traits  were  in- 
volved in  the  performing  of  each  activity. 

16.  Data  regarding  the  education  of  the  office  workers 
were  collected  on  the  Education  Information  Form 
distributed  to  the  employees.     The  majority  of  of- 
fice workers  (77^)  receive  their  business  training 
in  high  school. 

17.  Office  workers'  check  list  of  duties  returns  supplied 
a  number  of  additional  duties  which  they  perform.  A 
total  of  170  different  duties  was  collected  from  these 
returns.    Prom  the  employers'  returns  only  24  addi- 
tional duties  were  collected.    These  duties  were  pre- 
sented in  two  separate  tables,  representing  specialized 
duties  of  the  various  businesses  surveyed  that  cannot 
be  taught  in  school  and  must  be  learned  on  the  job. 

18.  Data  regarding  the  types  of  problems  solved  on  the 
calculator  were  collected.     The  data  received  were 
rather  limited  in  this  respect,  but  some  suggestions 
were  received  as  to  practical  problems  that  might  be 
taught  in  school. 


vvj: 
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Conclusions 

Personnel  of  Study 

1.  The  employees  included  in  this  study  were  from  the 
tovms  of  Bellows  Palls,  Brattleboro,  and  Springfield, 
Vermont.    The  percentage  distribution  for  each  com- 
munity was  55^,  29%,  and  16%  respectively.    The  per- 
centage of  distribution  of  employers  was  Bellows 
Palls,  46,  Brattleboro,  37,  and  Springfield,  17. 

2.  The  employees  and  employers  were  selected  from  the 
various  fields  of  business.     The  percentage  of  distri- 
bution for  employees  was:    manufacturing,  4:5%;  re- 
tailing, 40%;  financial,  2^7%;  professional,  13%; 
wholesale,  1%;  miscellaneous  offices,  42%,  The 
distribution  of  employers  was:     retailing,  25%; 
manufacturing,  14%;  financial,  1Z>%;  professional, 

8%;  wholesale,  1%;  miscellaneous  offices,  19%,  The 
largest  number  of  employees  find  employment  in  offices 
of  manufacturing  concerns,  with  employees  finding  em- 
ployment in  miscellaneous  of f ices--plumbing,  printing, 
municipal,  public  service,  etc. — ranking  next.  The 
retailing  field  also  offers  employment  for  a  good 
percentage  of  office  worker3--40^.     The  retailing 
field  heads  the  list  for  employers  because  the  ratio 
of  employer-employee  is  lower  in  the  retailing  field 
than  in  the  manufacturing  field. 
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The  sex  distribution  is  decidedly  in  favor  of  the 
women,  with  81%  making  up  the  women  office  workers  and 
19^  the  men.     This  would  seem  to  indicate  that  there 
is  not  much  demand  for  members  of  the  male  sex  as 
office  workers  in  these  small  communities.     Boys  in 
high  school,  unless  they  are  exceptionally  proficient 
in  commercial  work,  should  not  be  over-urged  to  take 
the  commercial  course. 

Activities  of  Workers 
Bookkeeping  duties  are  ranked  high  by  employees  and 
employers  as  to  frequency  of  performance  and  mention. 
The  amount  of  time  spent  on  each  of  the  duties  is 
significant.     Of  the  13  bookkeeping  duties  on  the 
original  check  list,  12  rank  within  the  first  five 
deciles,  with  unanimous  voting  by  employees  and  em- 
ployers for  school  instruction  for  all  twelve  and 
all  to  be  taught  on  the  mastery  level. 
The  stenographic  duties  "Take  Dictation"  and  "Tran- 
scribe from  Shorthand  Notes"  rank  in  the  first 
decile  by  employees  and  employers,  also  with  unani- 
mous voting  for  school  instruction  on  the  mastery 
level.     Employees  spend  more  minutes  per  day  (2,650 
and  3,560)  and  hours  per  week  (246J-  and  340^)  on 
these  duties  than  on  any  other  single  duty  submitted 
for  their  consideration.     The  stenographic  duty 
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"Compose  Letters  for  Employer"  ranks  within  the 
first  decile  according  to  employees'  rankings  and 
within  the  fourth  decile  according  to  employers' 
rankings.     Both  groups,  however,  consider  it  im- 
portant and  recommend  school  and  school- job  learn- 
ing for  the  activity. 

The  various  interpretations  of  the  workers'  acti- 
vities, both  from  the  employees'  and  employers' 
points  of  view,  indicate  a  predominance  of  clerical 
duties,  but  not  so  much  time  is  spent  on  each 
individual  duty  as  on  each  of  the  bookkeeping  and 
stenographic  duties.    All  of  the  32  duties  appearing 
on  the  original  check  list  were  performed  by  office 
workers  and  were  required  by  employers.     Of  this 
number,  13  were  recommended  for  school  instruction 
by  employers  and  11  by  employees,   some  of  which 
should  be  taught  on  the  mastery  level  and  others  on 
the  acquaintanceship  level.     Clerical  duties  of  a 
general  nature- -common  to  a  number  of  businesses-- 
rank  within  the  first  six  deciles. 

Some  of  the  clerical  duties  may  better  be  learned  on 
the  job.    Employees'   judgments  place  21  out  of  the  32 
from  the  original  check  list  to  be  learned  on  the  job, 
with  11  additional  duties  suggested  by  the  office 
workers.     Employers'   judgments  place  19  and  one  addi- 
tional duty  suggested  by  them  in  the  job-learning 
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classification.  Specialized  duties  that  pertain  to 
certain  types  of  businesses  should  not  be  taught  in 
school. 

Personality  Traits 
The  combined  judgments  of  employees  and  employers 
rank  accuracy  decidedly  as  the  most  important  trait 
an  office  worker  should  possess. 

Employers  and  employees  place  more  importance  on 
traits  that  pertain  to  the  actual  performing  of  the 
office  activities,  such  as  accuracy,  intelligence, 
efficiency,  concentration,   judgment,  and  initiative 
than  on  traits  that  are  indicative  of  an  individual' 
attitudes  and  actions  toward  others. 
It  is  evident  that  office  workers  are  required  to 
possess  more  than  mere  technical  skill  to  be  able  to 
keep  a  job  and  succeed  on  it.     More  emphasis  should 
be  placed  on  developing  in  the  pupils  those  personal 
qualities  that  they  will  need  to  be  a  success  in 
their  work. 

It  is  possible  for  teachers  of  commercial  subjects  t 
develop  the  desirable  traits  of  office  workers  as 
shown  in  Table  XXIX,  Pages  95-96,  through  formal 
class  instruction  and  in  their  associations  with  the 
pupils.     The  table  of  consolidated  traits  and  acti- 
vities presented  in  this  study  indicates  the  traits 
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Involved  in  the  activities  that  are  to  be  taught 
in  school. 

5.  Commercial  education  courses  of  the  vocational  type 
should  be  recommended  to  pupils  having  a  high  native 
intelligence  and  possessing  the  mental  capacity  to 
work  accurately  and  efficiently  with  a  minimum  amount 
of  supervision. 

Education  and  Placement 

1.  Of  the  168  office  workers  surveyed  in  this  study, 
147  (88^)  received  their  general  education  in  high 
school. 

2.  Office  workers  in  the  communities  studied  depend  a 
great  deal  on  their  high  school  for  their  business 
education.     Of  the  168  employees,  102  (61%)  received 
their  business  training  in  high  school,  29  (17^)  in 
private  business  schools,  and  21  {15%)  in  both  high 
school  and  private  business  schools.     Ten  of  the  of- 
fice workers  {6%)  received  no  business  training  and 
six  (3^)  left  high  school  to  attend  private  business 
school. 

3.  The  high  schools  in  these  small  communities  must 
jl§^^  assume  the  responsibility  of  training  their  commer- 
cial education  pupils  to  enter  office  jobs  after 
high  school  graduation. 
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4.  The  data  collected  indicate  that  high  school  grad- 
uates in  these  communities  are  employed  within  their 
own  communities.     In  two  of  the  towns,  Brattleboro 
and  Springfield,  there  is  a  100^  placement  within  the 
town.     In  Bellows  Falls,  placement  within  the  town  is 
82^,  outside  the  tovm  18^,  with  11^  placement  in 
Springfield  in  the  manufacturing  plants,  and  1%  in 
other  small  surrounding  towns. 

5.  A  functioning  placement  service  in  cooperation  with 
business  houses  should  be  an  important  part  of  the 
commercial  departments  of  the  high  schools. 


The  following  is  a  suggested  commercial  curriculum 
for  the  high  schools  concerned  in  this  study  and  for 
high  schools  located  in  communities  similar  to  those 
surveyed  in  this  research.     The  core  commercial  curri- 
culum with  the  time  to  be  given  to  each  subject  is  pre- 
sented for  each  year  of  the  high  school  from  the  ninth 
grade  through  the  twelfth  grade.     The  courses  suggested 
ought  to  include  instruction  that  will  teach  the  acti- 
vities and  develop  the  traits  as  determined  by  this 


A  Suggested  Commercial  Curriculum 


study. 


Ninth  Year 

Junior  Business 
Training  .   .  . 


1 


Tenth  Year 

Commercial  Geography 
and  Consumer  Educa- 
tion   


1 
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Eleventh  Year 

Cormnercial  Law  and 
Business  Principles 
Office  Training  .  . 


1 
2 


Twelfth  Year 

Conswner  Economics 
and  Buying.   .   .  . 
Office  Training  . 


1 
2 


The  above  s^ibjects  will  give  pupils  the  required 
vocational  training  to  enter  initial-contact  jobs  and 
to  succeed  on  them. 

The  duties  determined  by  this  study  to  be  taught 
in  school  can  be  broken  up  into  units  of  instruction. 
They  would  thus  form  the  basis  for  planning  the  teaching 
of  the  Office  Training  course  recommended  for  the 
eleventh  and  twelfth  years.    This  course  would  be  offered 
for  one  double  period  and  taught  by  one  teacher.  The 
eleventh  year  content  of  the  course  would  be  shorthand, 
typewriting,  and  bookkeeping  instruction.     For  the  twelfth 
year,  the  content  would  be  of  an  office  practice  nature, 
consisting  of  speed  dictation,  transcription,  typing, 
clerical  practice,  and  any  other  instruction  necessary  to 
teach  the  duties  as  recommended  by  this  research. 

The  business  background  sub jects-~Commercial  Geog- 
raphy and  Consumer  Education,  Commercial  Lav/  and  Business 


Principles,  Consujner  Economics  and  Buying--will  give  the 
pupils  that  "occupational  intelligence"  which  will  enable 
them  to  adapt  themselves  to  their  work  and  to  become 
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easily  adjusted  to  new  situations  as  they  occLir  on  the 
job.    The  vocational  specialization  offered  through  the 
Office  Training  course  should  prepare  the  pupils  to  per- 
form satisfactorily  the  activities  of  office  v;orkers  in 
the  communities  surveyed  in  this  study. 

The  outstanding  personality  traits  required  of  of- 
fice workers  can  be  developed  through  formal  class  in- 
struction in  the  courses  mentioned  above  and  in  the 
pupils'  associations  with  their  fellow  pupils  and 
teachers.     The  inclusion  of  discussions  in  the  office 
training  class  of  topics  from  such  a  book  as  "VliTiat  Do 
I  Do  Now?",     or  similar  text,  will  go  a  long  way  toward 
developing  some  of  these  important  personality  traits. 
The  use  of  personality  rating  scales  is  also  an  effective 
method. 


17.  Mildred  M.  Pa3me,  What  Do  I  Do  Now?    New  York: 
Gregg  Publishing  Company,  1940.     120  pp. 


CHAPTER  XIII 
RECOmiENDATIONS  FOR  FURTHER  STUDY 


1.  Further  analyses  should  be  made  of  the  duties  of 
office  workers  in  other  small  communities  for  com- 
parisons to  be  made  with  the  present  study. 

2.  Further  analyses  should  be  made  of  the  essential 
traits  of  office  workers  in  other  small  communities 
and  the  rankings  compared  with  those  of  the  present 
study, 

5.  The  present  study  indicates  those  duties  that  should 
be  learned  in  school  and  which  on  the  job.     It  would 
be  of  value  to  find  out  from  some  of  the  office 
workers  hov/  they  undertake  the  self-learning  of  an 
activity  on  the  job, 

4,  This  study  attempted  to  recommend  vocational  courses 
to  be  included  in  the  commercial  curriculum  so  that 
the  duties  to  be  taught  in  school  as  suggested  by 
this  study  would  be  included  in  the  high  school 
courses  of  instruction,    A  field  of  research  is  open 
here  for  evaluating  the  commercial  curriculum  through 
an  analysis  of  office  workers'   judgments  on  the  voca- 
tional training  they  received  in  school — in  what  ways 
was  it  weak  and  wherein  could  it  be  improved. 
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APPENDIX 


SCHEDULE  A 


TlilE  MALYSIS  CHART 


DUTIES 

8:00-  9:00 

9:00-10:00 

10:00-11:00 

11:00-12:00 

12:00-  1:00 

1:00-  2:00 

2:00-  3:00 

3:00-  4:00 

4:00-  5:00 

2.  Transcribe  from  Shori:hand 

T.T^  4-  A 

3.  Type  from  Copy: 

b.  Articles,  Manuscripts. 

c.  Case  Histories  .... 

d.  Legal  Dociments.  .  ,  , 

e.  Minutes  of  Meetings.  . 
1,  Bills,  invoices.   .  .  . 

4.  Clerical  Duties: 

a.  Keep  rexty  oasxi  rsooic  • 

b.  Keep  Books  and  Ledgers 

c.  Make  Joumal  Entries  . 

d.  Balance  Cash  Daily  .   .  , 

f .  Take  Trial  Balance  .  , 

g.  Make  Monthly  State- 



h.  Write  Receipts  .... 

i.  Check  Bills  and  In- 

J.  rigure  ray  xioxjls  ... 
k.  Order  Supplies  for 

1,  Figure  Inventory  .   .  . 
m.  Make  Banl-:  Deposit.  .  . 
n.  Operate  Calculating 
Machine: 

Subtracting.  .  . 
Multiplying.  .  . 
Dividing;  .... 
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SCHEPgLE  A  (Continued) 


DUTIES 

8:00-  9:00  | 
 1 

:   9:00-10:00  1 

!  10: 00-11 :0C 

1    ! 

1  11:00-12:00  1 

1 

!  12:00-  1:00 

1   1:00-  2:00 

o 
o 

to 

o 

CM 

1   3:00-  4:00  | 

4:00-  5:00! 

0.  Type  from  Dictating 

i 
1 

 1 

1 
! 

1 

_  J 

p.  Operate  Mimeograph  .  , 

 j 



u  #     ^ c                                         19  o\y        Ufj«/  IX  • 



r.  Operate  Hectograph  .  . 

s.  Compose  Letters  for 

Mailing  Duties: 

a.  Get  lilail  at  Post 

b.  Read,  Sort,  and  1 



 1 

c.  Address  Envelopes, 

d.  Fold  Letters  and  In- 
sert in  Envelopes  . 

e.  Take  Mail  to  Post  1 
n-p-f-i/n**              .   .   .  ! 

Meeting  and  Handling 
People: 

a.  Wait  on  Customers.  .  ,  ^ 

b.  Hear  Complaints  in  Of- 

fice and  Over  Tele- 

— 1  

t 
I 
I 

c.  Make  Engagements  and 

Appointments.   .   .  .  . 

d.  Keep  Employer  Reiainded 

of  Engagements, 

1 

1 

Additional  Duties  Not 

Listed  Above: 

a. 

» 

b  

1 

! 

c .  .                                  .  _  . 

]  

a. 

1 

e. 

t 

f.   

g.  

I  I 
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SCHEDULE  B 


CHECK  LIST  OF  DUTIES  TO  ELIPLOYSES 


DUTIES 

Important  | 

Unimportant 

;    School  1 

o 

•-0 

School- Job 

1  Minutes 
1  Per  Day 

u 

(D 

w  o 
U  o 
zs  ^ 
o 

Weeks  Per 
1  Year 

I.  Keep  Books  and  Ledgers: 

1.  Make  Journal  Entries  .  . 
Z,  Keep  General  Ledger.  .  . 

3.  Keep  Petty  Cash  Book  .  • 

4,  Balance  Cash  Daily  .  .  . 
5«  Keep  Sales  Ledger.  .   .  . 

6.  Keep  Purchases  Ledger.  . 

7,  Keep  Accounts  Payable 

r 

—  





- 

8,  Keep  Accounts  Receivable 

9.  Take  Trial  Balance  .   .  . 

10.  Prepare  Profit  and  Loss 

Statement   

11.  Prepare  Balance  Sheet.  . 

12.  Keep  Expense  Accounts.  . 

13.  Post  Salesmen's  Commis- 

r 

t 

 1  

I.  Stenographic  Duties: 

16.  Transcribe  from  Short- 

17,  Type  from  Dictating 

■  '  '  '  1 

18 .  Shave  Dictaphone  Rec- 

1 
1 

19.  Compose  Letters  for 

rv.  Clerical  Duties: 

20.  Check  Bills  and  In- 

21.  Record  Invoices  .... 
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SCHEDULE  B  (Continued) 


DUTIES 


t 
a 
-p 
u 
o 
a, 


t 

a 
•p 
u 
o 

•H 


o 
o 

o 

CO 


O 


O 

•-3 

I 

fH 
O 
O 

o 

CO 


Q 


^4 

® 

I 


22.  Operate  Calculating 
Machine : 

a.  Adding  , 

(l)  Describe  prob- 
lems solved: 


b.  Subtracting  .   .  . 
(l)  Describe  prob- 
lems solved: 


c.  Multiplying  .  .  .  . 
(1)  Describe  prob- 
lems solved: 


d.  Dividing  

(1)  Describe  prob- 
lems so Ived : 


23.  Order  Supplies  for 

Office   

24.  Make  Bank  Deposit  .  .  . 

25.  Make  Out  Receipts  ,  .  . 

26.  Figure  Pay  Rolls.   .  .  . 

27.  Prepare  Pay  Roll  Report 
Assemble  Orders  and 

Attach  Bills  of 

Lading   

Look  Up  Dates  for  Ship- 
ping Merchandise  .  . 
Put  Up  Paper  Saraples.  . 
Receive  and  Record  Cash 
of  Delivery  Truck 
Drivers  

32.  Assemble  Case  Records  . 

33.  Make  Out  Social  Securi- 

ty and  Unemployment 
Reports  


28. 


29, 

30. 
31. 
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SCHEDULE  B  (Continued) 


DUTIES 


Important 

Unimportant [ 

School 

Job 

School-Job 

Minutes 
Per  Day- 

Hours  Per 

Week  ; 

Weeks  Per  | 
Year  | 

— . — 

 i 

1  . 

:  

1 

'  1 

1  

34. 
35. 

36. 
37. 

38. 
39. 


40. 
41. 
42. 


43. 
44. 


45. 

46. 
47. 

48. 
49. 
50, 
51. 


Pay  Bills   

Check  Credit  on 

Customers  

Make  Out  Notes  

Send  Out  Collection 
Letters  

Record  Hew  Eraployees.  . 

Make  Out  Separation 
Notices — Employees 
Leaving  Job  

Prepare  Income  Tax 

Returns  

Cash  I.Ioney  Drawer  and 
Clear  Cash  Register. 

Make  List  of  Employees' 
Wages,  Send  Copy  to 
Government,  and  Give 
Each  Employee  a  Copy 
of  His  Report.  .  .  . 

Order  Merchandise  .  .  . 

Assemble  Slips  Record- 
ing Merchandise  Sent 
Out  on  Approval.  .  . 

Credit  Checks  Received 
for  Settling  Estates 

Indexing  

Look  Up  Records  of 

Different  Estates.  • 

Answer  Telephone.  .  «  . 

Clean  Files   

Operate  Addressograph  . 

Record  Probate  Records 
for  Settling  Estates 


^*  "^yPQ  -^yp^^  Copy; 
52. 
53. 
54. 
55. 
56. 
57. 
58. 


Letters    . 

Orders  

Bills,  Invoices  .  .  . 

Checks  

Case  Histories.  .  .  . 
Articles,  Manuscripts 
Legal  Documents  ... 
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SCHEDULE  B  (Continued) 


DUTIES 


59.  Minutes  of  Meetings  . 

60.  Cut  Stencils  

61.  Receiving  Report  on 

Car  of  Paper  .  .  . 

62.  Medical  Records  .  .  . 

63.  Registration  Cards 

(Employment  Office) 

64.  Court  Order  on  Estate 

VI .  Operate  Duplicating 
Machines: 


65.  Mimeograph. 

66.  Hectograph, 


VII.  Mailing  Duties; 

67.  Get  Mail  at  Post  Office 

68.  Read,  Sort,  and  Classi- 

fy Mail  

69.  Address  Envelopes, 

Packing  Slips.  .  .  . 

70.  Fold  Letters  and  In- 

sert in  Envelopes.  . 


VIII .  Meeting  and  Handling  People; 

72.  Wait  on  Customers  .  .  . 

73.  Hear  Complaints  in  Of- 

fice and  Over  Tele- 
phone   

74.  Make  Engagements  and 

Appointments  .... 

75.  Keep  Employer  Reminded 

of  Engagements  .  .  . 

76.  Consultation  in  Regard 

to  Settling  Estates. 

IX ,  Duties  Peculiar  to  Banking 
Concerns; 

77.  Arrange  Checks  for 

Clearing  House  .  .  . 

78.  Figure  Service  Charges 

on  Checking  Accounts 


Important 

Unimportant 

School 

Job 

School-Job 

Minutes 
Per  Day 

Hours  Per  j 
Week 

Weeks  Per  ; 
Year  | 

r 
1 

-1  i 

1 
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SCHEDULE  B  (Continued) 


DUTIES 

Important 

Unimportant 

School  1 

Job 

School-Job 

• 

Minutes 
Per  Day  j 

Hours  Per  | 
Week  1 

Weeks  Per 
Year 

79.  Post  Service  Charges  on 

Ledger  Cards  .... 

80.  Arrange  and  Post  Checks 

from  Clearing  House. 

81.  Post  Checks  and 

Deposits  

82.  Prepare  Statements  of 

Checking  Accounts.  . 

83.  Figure  Interest  on 

Savings  Accounts  •  . 

84.  Prepare  Club  Cards  for 

FolloV'-ing  Day.  .  .  . 

85.  Draw  Club  Cards  for 

86.  Balance  Club  Cash  .  .  . 

87.  Post  Ledger  Cards  of 

88.  Wr^'te  Daily  Statement  . 

X.  Additional  Duties  riot 
Listed  Above: 

89. 

t  1 

91.   

92. 

9?5. 
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SCHEDULE  C 


CHECK  LIST  OP  DUTIES  TO  EIvIPLOYERS 


DUTIES 


t 

-p 
u 
o 


-P 
u 
o 

•H 


o 
o 

o 

CO 


o 


O 
►-D 
i 

rH 

O 

o 
o 

CO 


,  Keep  Books  and.  Ledgers: 

1.  Make  Journal  Etitries  

2.  Keep  General  Ledger  

3.  Keep  Petty  Cash  Book   

4.  Balance  Cash  Daily   

5.  Keep  Sales  Ledger.   

6.  Keep  Purchases  Ledger  

7.  Keep  Accoimts  Payable  Ledger  ,  .  . 

8.  Keep  Accounts  Receivable  Ledger.  . 

9.  Take  Trial  Balance   

10.  Prepare  Profit  and  Loss  Statement. 

11.  Prepare  Balance  Sheet  

12.  Keep  Expense  Accounts  

13.  Post  Salesmen's  Commissions  


II.  14.  Filing 


III,  Stenographic  Duties; 

15,  Take  Dictation   

16,  Transcribe  from  Shorthand  Notes.  .  . 

17,  Type  from  Dictating  Machine  

18,  Shave  Dictaphone  Records   

19,  Compose  Letters  for  Employer  .  .   .  . 

IV.  Clerical  Duties t 

20,  Check  Bills  and  Invoices   

21,  Record  Invoices  

22,  Operate  Calculating  BHachine  

23,  Order  Supplies  for  Office  

24,  Make  Bank  Deposit  

25,  Make  Out  Receipts  

26,  Figure  Pay  Rolls   

27,  Prepare  Pay  Roll  Report  

28,  Assemble  Orders  and  Attach  Bills  of 

Lading  

29,  Look  Up  Dates  for  Shipping  Mer- 

chandi  se  

30,  Put  Up  Paper  Sajnples  

31,  Receive  and  Record  Cash  of  Delivery- 

Truck  Drivers   
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SCHEDULE  C  (Continued) 


DUTIES 

Important 

Unimportant 

School 

1  Job 

i  ! 

School-Job  ^ 

*Z'Z                     Ot»4-               q  1     ^csrtnv»"i           QYi^  TT"n_. 
DO  •    i.icliCG    WUTIy    OOvJ.clX    OC/OUI  1          cUxU  Uli"* 

oy  •  Ji-aice  uut;  oeparaxion  i.Qt^ices 

41.  Cash  Lloney  Draiver  and  Clear  Cash 

42,  Make  List  of  Employees'  Annual  Wages, 
oenu.  oopy  oo  uovernEienu,  ana  uive 
Each  Employee  a  Copy  of  His  Re- 

J\  ^2.           ^\      y^       "v*       '  r        V*  ^  1-^                •?  r* 

rt*«  ASseiaDxe  oxips  itecorumg  iv-ercnanuis© 

^0  •  oreGit  unecKS  Keceiveo.  lor  bet;t;iing 

A7      T/M->l<r  Tin   T?far>nvHR  of   Dn -f  •Pfar'fanH-  ■Rc+q+'aq 
fly*  CTJirtfay*  ^r^ViOvio 

tj  X »    IvcCOX  U.    JrXOUcil/t3    Xi.tJOUIu.b    lOX  oov/tXXIig 

V.  "PvTiP  ■ProTn  nrtnv* 

61.  Receiving  Report  on  Car  of  Paper  .  , 
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SCHEDULE  C  (Continued) 


DUTIES 


d 
-P 
u 
o 

.  M 


-P 
O 

•H 


O 
O 

O 
CO 


o 

»-3 


o 

•-3 

I 

l-t 
o 
o 


VI, 


VII 


VIII 


63.  Registration  Cards  (Employment 

Office)   

64.  Covirt  Order  on  Estate  


Operate  Duplicating  Machines; 

65,  Mimeograph   

66.  Hectograph   


Mailing  Put i e s ; 

67.  Get  Mail  at  Post  Office  

68.  Read,  Sort,  and  Classify  Mail.  .  .  . 

69,  Address  Envelopes,  Packing  Slips  •  , 

70,  Fold  Letters  and  Insert  in  Envelopes 

71.  Take  Mail  to  Post  Office   

Meeting  and  Handling  People; 

72,  Wait  on  Customers  

73,  Hear  Complaints  in  Office  and  over 

Telephone   

74,  Make  Engagements  and  Appointments.  , 

75.  Keep  Employer  Reminded  of  Engagements 

76.  Consultation  in  Regard  to  Settling 

Estates  .,   


IX.  Duties  Peculiar  to  Banking  Concerns; 

77.  Arrange  checks  for  Clearing  House.  . 

78.  Figure  Service  Charges  on  Checking 

Account  s  , 

79.  Post  Service  Charges  on  Ledger  Cards 

80.  Arrange  and  Post  Checks  from 


Clearing  House. 


81,  Post  Checks  and  Deposits  ...... 

82,  Prepare  Statements  of  Checking 

Account  s  

83,  Figuj:e  Interest  on  Savings  Accounts. 

84,  Prepare  Club  Cards  for  Following  Day 

85,  Draw  Club  Cards  for  Posting  

86,  Balance  Club  Cash  

87,  Post  Ledger  Cards  of  C^ubs   

88,  Write  Daily  Statement  

X.  Additional  Duties  not  Listed  Above; 

89. 
90, 
91. 

92, 
93, 


200 


SCHEDULE  D 

PERSONALITY  TltAITS 

1.  ACCURACY  -  Not  in  details  alone,  but  in  everything. 

2.  ADAPTABILITY  -  Ability  to  adjust  to  employer's  attitudes* 

3.  ALERTIIESS  -  To  sense  true  import  of  situations;  to  anti- 

cipate needs. 

4.  AlABITION  -  Desire  to  learn;  desirous  of  being  entrusted 

■with  responsibilities. 

5.  COITCEWTRATIOH  -  Ability  to  vrork  efficiently  in  the  midst 

of  distractions. 

6.  COOPERATIVEl^SS  -  Ability  to  vrork  with  others. 

7.  COURTESY  -  Habitually  courteous;  especially  in  dealing 

with  people  outside  the  organization. 

8.  DISCRETION  -  Ability  to  deal  satisfactorily  with  confi- 

dential matters. 

9.  EFFICIENCY  -  Not  only  in  handling  details,  but  in  handling 

more  difficult  tasks  without  waste  of  time  or 
energy, 

10.  EI'ITHUSIASM  -  For  work  and  its  outcomes. 

11.  EVEN  TEHIPER  -  Not  easily  angered.    Not  resentful. 

12.  FAITHFULNESS  -  Especially  in  carrying  out  instructions 

and  in  looking  after  employer's  interests. 

13.  HUilOR  -  Not  too  serious;  able  to  see  funny  side  of  life; 

not  facetious. 

14.  INDEPENDENCE  -  Able  to  do  own  thinking;  does  not  need 

supervision. 

15.  INITIATIVE  -  Does  not  have  to  be  told  what  to  do. 

16.  INTELLIGENCE  -  Keen;  high  native  intelligence;  orderly 

mind. 

17.  JUDCaiENT  -  In  handling  people  and  situations.  Deciding 

how  and  when  to  do  things. 
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SCHEDULE  D  (Continued) 

18.  LOYALTY  -  Able  to  give  high  degree  of  loyalty  to  em- 

ployer and  business. 

19.  ME,10RY  -  For  details,  names,  faces,  places,  etc.  Ex- 

ceptionally retentive. 

20.  OBJECTIVITY  -  Ability  to  thinlc  and  act  impersonally  re- 

gardless of  individual  opinions  and  reac- 
tions . 

21.  ORIC-IMLITY  -  Thinks  of  better  v^ays  of  doing  things. 

Progressive . 

22.  PERSE^/ERAiTCE  -  Determination;  stick-to-it-iveness  in  the 

face  of  obstacles. 

23.  PERSONALITY  -  Appearance,  health,  manners,  etc. 

24.  POISE  -  Self-control  under  stress.    Wot  easily  disturbed 

or  thro-wn  off  balance  by  the  unexpected. 

25.  QUICKNESS  -  In  thought  and  actions. 

26.  RESOURCEFULITESS  -  Ability  to  meet  emergencies;  never  at  a 

loss  to  know  what  to  do  or  say  in  dif- 
ficult situations. 

27.  RESPOHSIBLEl^TESS  -  Vfillingness  to  assume  responsibility. 

V/illing  to  go  ahead  with  work  without 
constant  authorization. 

28.  SYSTB!ATIC  -  Naturally  careful  about  details  and  a 

liking  for  orderly  procedure  in  large  and 
small  matters. 

29.  TACT  -  In  dealing  with  people  under  trying  circumstances. 

30.  THOUGHTFULITESS  -  Especially  of  others;  gracious  toward 

others. 

31.  UNSELFISmiESS  -  Able  to  put  employer's  interests  ahead  of 

own;  willingness  to  work  overtime  and  at 
inconvenient  hours  if  necessary. 

32.  VERSATILITY  -  Able  to  turn  hand  to  almost  any  kind  of 

work, as  necessity  may  require. 
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SCHEDULE  E 


Please  fill  in  the  following  blanks: 
Name 


ITame  of  Concern 


Address 


Title  of  Position  Now  Held 


Occupation  of  Concern 


Please  indicate  by  checking  in  the  places  provided  at  the  left  of 
the  following  items,  the  amount  of  general  education  you  had  re- 
ceived when  api^ointed  to  your  present  position.    Draw  a  circle 
around  the  final  year  completed  in  the  highest  grade  institution 
you  attended  if  you  did  not  graduate, 

1.  (  )  Junior  High  School  -  7-8-9 

2.  (  )  Senior  High  School  -  10-11-12.    Narae  of  School  

3.  (  )  Post  High  School  -  Grade  13 

4.  (  )  Private  Preparatory  or  Finishing  School — Grades  9-10-11-12 

5.  (  )  Junior  College  -  Grades  13-14 

6.  (  )  College  -  Grades  13-14-15-16 

7.  (  )  Post-College  (University)  -  Grades  17-18 

Please  indicate  by  checking  in  the  places  provided  at  the  left  of 
the  following  items,  the  amount  of  school  business  training  you 
had  received  vrfien  appointed  to  your  present  position.    If  you  did 
not  graduate  please  indicate  by  circling  the  proper  grade  number 
to  show  when  you  dropped  out . 


1.  (  )  High  School  -  Grades  9-10-11-12 

2.  (  )  Private  Business  School  -  After  High  School  graduation. 

3.  (  )  Private  Business  School  -  After  Grade  9  or  10  or  11, 

4.  (  )  Post  High  School  -  Grade  13. 

5.  (  )  Jujiior  College  -  Grades  13-14, 

6.  (  )  College  -  Grades  13-14-15-16 

7.  (  )  Post-College  (University)  -  Grades  17-18. 

8.  (  )  Evening  School  -  Public 

9.  (  )  Evening  School  -  Private  Business  School 
10.  (  )  Evening  School  -  College  or  University 
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SCHEDULE  F 

THE  PIIGH  SCHOOL 
BELK)WS  FALLS,  VT. 
Jessie  A.  Judd,  Prin, 

BRATTLEBOED  HIGH  SCHOOL 
Joseph  A.  Vfiggin,  Principal 
Brattleboro,  Vermont 

April  3,  1941 

Dear  Office  Yforker; 

Inclosed  is  a  list  of  duties  performed  "by  office  workers 
which  we  obtained  through  the  cooperation  of  office  workers  of 
various  businesses  and  a  list  of  personality  traits  which  are 
considered  essential  for  an  employee  to  succeed  on  the  job.  TTe 
want  to  know  -what  duties  are  performed  by  the  greatest  niamber  of 
people  doing  office  work  and  vdiat  traits  they  consider  the  most 
important  for  success  on  the  job.    You  are  one  of  a  selected 
group  Twho  can  give  us  intelligent  help  with  this  study  according 
to  the  directions  v/hich  you  will  find  on  the  other  side  of  this 
sheet . 

You  know  how  easy  it  is  to  put  off  doing  a  thing  like  this 
unless  you  do  it  at  once,  so  try  to  do  it  in  the  first  fifteen  or 
twenty  minutes  you  have  free  and  return  the  check  lists  in  the 
inclosed  stamped  and  addressed  envelope.    We  are  depending  on  you 
for  efficient  help.    Your  cooperation  will  be  greatly  appreciated. 

This  study  is  being  conducted  under  the  joint  sponsorship  of 
the  Bellows  Falls  High  School  and  the  Brattleboro  High  School  in 
an  attempt  to  malce  the  course  of  study  for  commercial  pupils  in 
all  schools  as  practical  as  possible,    YIe  thinlc  the  best  way  to  do 
this  is  to  find  out  what  office  workers  actually  do  on  the  job  and 
then  give  training  for  these  duties. 

If  you  would  be  interested  in  seeing  the  final  results  of 
this  study,  we  should  be  very  glad  to  send  you  such  material  as 
we  get  out . 

Very  sincerely  yours. 


Teacher  of  Coxomercial  Subjects 
Bellows  Falls  High  School 

Inclosures 

(Over) 
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SCHEDULE  G 
DIRECTIONS 

Read  the  list  of  duties  carefully.    Put  a  check  mark  ( 
in  the  "Important"  column  for  each  duty  you  perform,  -wdiich  you 
think  is  important  and  a  check  mark  in  the  "Unimpo rtant "  col- 
umn for  each  duty  you  perform  -which  you  think  is  unimportant. 
Add  any  duties  ivhich  you  perform  but  which  are  not  listed.  Now, 
considering  only  each  of  the  duties  you  perform,  place  a  check 
mark: 

In  the  "School"  column  if  you  think  the  duty  should  be 
taught  in  school. 

In  the  "Job"  column  if  the  duty  should  be  taught  on 
the  job . 

In  the  "School-Job"  coluriin  if  instruction  in  school 
and  on  the  job  is  required. 

In  order  that  we  may  have  an  idea  of  the  approximate  time 
you  spend  on  each  duty,  will  you    kindly  give  us  the  following 
information:    The  approximate  number  of  minutes  per  day,  hours 
per  week,  and  weeks  per  year  you  spend  on  each  of  the  duties  you 
perform  by  placing  a  number  in  each  of  the  respective  columns  on 
the  duty  sheet. 

On  another  sheet  you  will  find  an  alphabetic  list  of  per- 
sonality traits  which  are  considered  important  for  an  employee 
to  succeed  on  the  job.    Vie  should  like  to  have  you  rank  the  im- 
portance of  these  traits  by  placing  a  number  one  in  the  paren- 
theses immediately  preceding  the  trait  you  think  most  important, 
nvimber  two  opposite  the  trait  next  in  importance,  and  so  on  doivn 
through  the  thirty-two  traits. 

On  the  other  side  of  the  personality  trait  sheet,  you  will 
find  a  blank  requesting  information  about  your  job  and  education. 
This  will  enable  us  to  find  out  just  how  m^ny  high  school  graduates 
enter  business  offices  without  having  to  secure  any  further  edu- 
cation, and  will  help  us  in  guiding  future  office  workers  in  their 
educational  training. 

Please  follow  these  directions  closely,  put  the  check  lists 
in  the  inclosed  stamped  and  addressed  envelope,  and  mail  it. 
Your  kind  cooperation  will  more  than  be  appreciated. 
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SCHEDULE  H 

THE  HIGH  SCHOOL 
BELLOWS  FALLS,  VT. 
Jessie  A.  Judd,  Prin. 

BRATTLEBOBD  HIGH  SCHOOL 
Joseph  A.  ?riggin.  Principal 
Brattleboro,  Vermont 

April  3,  1941 

Dear  Employer: 

Inclosed  is  a  list  of  duties  performed  by  office  workers 
which  we  secured  through  the  cooperation  of  office  WDrkers  of 
various  businesses  and  a  list  of  personality  traits  which  are 
considered  essential  for  an  employee  to  succeed  on  the  job.  We 
vra.nt  to  know  just  what  duties  employers  in  small  comnxmities 
expect  their  employees  to  be  able  to  perform  and  what  traits 
employers  consider  the  employees  should  possess  to  succeed  in 
their  work.    You  are  one  of  a  selected  group  Vi/ho  can  give  us  in- 
telligent help  with  this  study,  according  to  the  directions  which 
you  will  find  on  the  other  side  of  this  sheet. 

You  know  how  easy  it  is  to  put  off  doing  a  thing  like  this 
unless  you  do  it  at  once,  so  try  to  do  it  in  the  first  fifteen 
or  twenty  minutes  you  have  free  and  return  the  check  lists  in 
the  inclosed  stamped  and  addressed  envelope.    We  are  depending 
on  you  a  great  deal  for  efficient  help.    Your  cooperation  will 
be  greatly  appreciated. 

This  study  is  being  conducted  under  the  joint  sponsorship 
of  the  Bellows  Falls  High  School  and  the  Brattleboro  High  School 
in  an  attempt  to  make  the  course  of  study  for  commercial  pupils 
in  all  schools  as  practical  as  possible.    IVe  think  the  best  way 
to  do  this  is  to  find  out  what  office  vrorkers  actually  do  on  the 
job  and  then  give  training  for  these  duties. 

If  you  would  be  interested  in  seeing  the  final  results  of 
the  study,  we  should  be  very  glad  to  send  you  such  material  as 
we  get  out . 

Very  sincerely  yours. 


Teacher  of  Commercial  Subjects 
Bellows  Falls  High  School 

Inclosures 

(Over) 
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SCHEDULE  I 
DIRECTIONS 

Read  the  list  of  duties  carefully.    Put  a  check  mark  (  ^) 
in  the  "Important"  column  for  each  important  duty  you  expect 
your  office  employee  or  employees  to  be  able  to  perform  for  you 
and  a  check  mark  in  the  "Unimportant"  colimn  for  each  unimportant 
duty  you  think  your  employee  or  employees  should  be  able  to  per- 
form.   You  may  add  any  duties  at  the  end  of  the  list  which  you 
think  your  employee  or  employees  should  be  able  to  perform  but 
which  have  been  omitted. 

Now,  considering  each  of  the  duties  you  have  already  checked, 
place  a  check  mark: 

In  the  "School"  column  if  you  think  the  duty  should  be 
taught  in  school. 

In  the  "Job"  col\3mn  if  you  think  the  duty  should  be 
taught  on  the  job. 

In  the  "School-Job"  column  if  instruction  in  school  and 
on  the  job  is  required. 

On  another  sheet  you  will  find  an  alphabetic  list  of  per- 
sonality traits  which  are  considered  important  for  an  employee 
to  possess  in  order  to  succeed  on  the  job.    We  should  like  to 
have  you  rank  the  importance  of  these  traits  by  placing  a 
number  one  in  the  parentheses  immediately  preceding  the  trait 
you  think  most  important,  nvimber  two  opposite  the  trait  next  in 
importance,  and  so  on  down  through  the  thirty-two  traits. 

Please  follow  these  directions  closely,  put  the  check  lists 
in  the  inclosed  stamped  and  addressed  envelope,  and  mail  it. 
Your  kind  cooperation  will  more  than  be  appreciated. 


